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Overview Chelsea A. Miranda

[bookmark: _GoBack]Organized, fast-learner, and motivated student eager to use my skills and experience to transition into a professional environment. Experienced team player and efficient problem-solver.
Education
                          Temple University, Fox School of Business
		Philadelphia, PA 				Expected Graduation Date: May 2021
		GPA: 3.5

		Philadelphia Performing Arts High School
		Philadelphia, PA				Diploma, 2017
		GPA: 4.0

Academic Enrichment
		University of Pennsylvania - Young Scholars Program 
		Sociology, Spring 2016, 
		Spanish, Fall 2016, 

Employment 
		Montgomery McCracken Walker & Rhoads, LLP
File Clerk							        June 2017- present
Create new files; Add new materials to electronic and paper records on a timely basis. Examine incoming materials; code them numerically, alphabetically or by subject matter, as assigned; Ensure files are current and accurate and discard outdated file materials; Review files at regular intervals to ensure all items are correctly sequenced and placed; Retrieve and deliver files as requested; Implement changes to filing system as assigned; Perform other administrative responsibilities and projects as assigned.

		Cold Stone Creamery 
Crew Member							April 2016 to June 2016
	Welcomed customers at service counter and processed orders; offered customers new promotions and handled sales transactions; build, finish, and decorated cakes, waffle cones, and cupcakes; made ice cream from scratch; recorded store inventory and ingredients necessary for production.

		ATO Enterprises, LLC.  
Property Manager Assistant 					                Summer 2016
Analyzed accounting and prepared reports with results for property manager; reviewed leases and documents, filed all invoices, and processed checks; created files for new tenants and maintained excel spreadsheets.

Extracurricular Activities 
		Animal Care & Control Team of Philadelphia, Volunteer 2015-Present
		      Dog walking, socialization and enrichment; cat socialization and enrichment
		Student Organizations: Human Resource Management & Professional Sales, Member 

Skills / Interests
		Intermediate understanding of Spanish and limited verbal
Computer skills, communication skills, reading 


