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	The Pennsylvania State University
August 2012 – Candidate of May 2019
BS, Human Development and Family Studies

	AAZHE’E CHAPMAN

PROFILE

Dedicated and detail- orientate Administrative Assistant with 6+ years of experience. An Assistant with a drive and motivation to help organize, prioritize and complete daily tasks independently. Follow through to achieve project goals, answering a high volume of incoming calls while handling in-person inquiries from clients, patients, and colleagues. Flexible, hardworking leader with a strong compassion to succeed. 

CONTACT
PHONE:
267.325.3485
EMAIL:
chapmanaazhee@gmail.com
aazheec@gmail.com 
	
	Professional Experience 

	
	

	Simon Gratz – Mastery Charter, Admission’s Representative
October 2018–Present 
· Analyze the applications, transcripts, health records and grades of prospective students based on standard policies.
· Participate in all recruitment events, open house, school fairs, back to school nights and information sessions.
· Maintain a database of student information, telephone logs and student feedback in order to generate student reports as required.  

Holiday Inn Express Philadelphia, Front Office Supervisor 
June 2014–Present 
· Supervise the operations of the front desk to ensure an optimal level of service and hospitality provided to the guest.
·  Perform other duties assigned, requested or deemed necessary by management.
· Taking responsibility in absence of the Duty Manager.
· Using selling techniques, controlling cash transactions and maintaining complete responsibility for processed credit authorizations. 

QS Pharma,  Pharmaceutical Assistant 
November 2017–November 2018
· Managed scheduling meetings and helped with the maintenance of processing medication samples and supplies.
· Responsible for handling and filing cash/credit transactions.
· Prepared insurance claim forms.
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