Zora Victoria Lee
2208 W. Lehigh Ave 	267-258-2799
Philadelphia, PA 19132	      z.vlee97@gmail.com 

EDUCATION:
Immaculata University Immaculata, PA 	Graduated: May 2019
Bachelor of Science in Business Management 
INTERNSHIP EXPERIENCE 
Immaculata University, Immaculata, PA	Aug. 2017-Dec. 2017
Multicultural Awareness Programming Assistant Intern
· [bookmark: _Hlk2287606]Planned multicultural student events creating awareness of different traditions and cultures.  
· Created and updated office social media pages.
· Contacted different companies and individuals to assist with events or provide different services.
· Created surveys on survey monkey to identify student interests and preferred of communication.
· Informed students about upcoming events through various modes of communication.
Philadelphia Streets Department Administration Office, Philadelphia, PA 	Jul.2014-Aug. 2014
Intern Supervisor
· Trained department interns, assisted with job duties and maintained attendance. 
· Provided customer service via phone. 
Classic Management Inc., Philadelphia, PA	Jun. 2011-Aug. 2011
Intern/Clerical Assistant
· Performed front desk duties including; filing, answering phones and lunch coverage.
· Called residents to update contact information for database and assisted property manager.
RELATED WORK EXPERIENCE:
Black Women in Sports Foundation, Philadelphia, PA	Jun. 2016-Aug. 2017
Coach
· Reported to multiple summer camp locations to coach children in various sports.
· Planned out an agenda for each session.
· Coached children varying from ages 2-14
St. Rose Lima, Philadelphia, PA	Aug. 2015-May 2018
Volunteer
· Weekly trip through Immaculata University
· Provided assistance to afterschool program administrators 
· Helped students with homework assignments
· Monitored students during afterschool recess


St. Martin de Porres Catholic School, Philadelphia, PA				Sept. 2013- Present
Volunteer
· Aided with after school program for Pre-K 3 and Pre-K 4
· Occasionally assisted the teacher and teacher’s assistants in Pre-K 3  and Pre-K 4 with various activities such as projects, daily activities, and preparing for school shows
WORK EXPERIENCE
[bookmark: _Hlk21687676]Immaculata University, Immaculata, PA 	Aug 2018-May 2019
Office Assistant for the Health and Counseling Center          	
· Greet students, schedule appointments and complete any assigned duties. 
· Provide students with appropriate appointment materials and notify staff member of their arrival.
Charlotte Russe, Exton, PA                                                                                                  Jun. 2018-Mar. 2019
Retail Sales Associate 
· Provided quality customer service and greeted customers.
· Completed fitting room task and returned merchandise back on floor.
· Helped complete store projects and maintained cleanliness of the store. 
[bookmark: _Hlk21687713]Immaculata University, Immaculata, PA 	May 2018-Aug. 2018
New Student Orientation Academic Liaison Chair 	
· Assisted fellow chairs in preparing for both sessions of New Student Orientation.
· Attended department meetings, trained Orientation leaders, and engaged with students.
· Informed the Student Engagement and Academic Department of their expected responsibilities.
[bookmark: _Hlk21687747]Immaculata University, Immaculata, PA 	Jun. 2017-Aug. 2017
New Student Orientation Leader	 
· Engaged with students and prepared for New Student Orientation. 
· Completed various tasks as assigned by the New Student Chair and Co-chairs. 
Immaculata University, Immaculata, PA 	Jan.  2016-May 2017
Office Assistant for Multicultural Awareness Office	 
· Planned events helping to increase student’s knowledge of different cultures and their practices.
· Set up for events around campus and promoted current events to students.
Immaculata University, Immaculata, PA 	Sept. 2015-May 2018
Office Assistant for Student Involvement Office	
· Greeted students, faculty and staff members when entering office.
· Ensured students’ knowledge of events around campus and set up for different campus events.
· Provided the required services for students, faculty, and staff members. 

[bookmark: _Hlk529357843]
[bookmark: _GoBack]Charlotte Russe, King of Prussia, PA	 Jul. 2015-Aug. 2015
[bookmark: _Hlk19208058]Retail Sales Associate 
· Provided quality customer service and greeted customers.
· Completed fitting room task, returned merchandise to floor, and completed store projects.
Daffy's Inc., Philadelphia, PA	 Jul. 2012-Aug. 2012
Retail Sales Associate
· Provided customer service via telephone and in person.
· Maintained sales floor to ensure optimal customer satisfaction and shopping experience.
· Prepared new inventory to be released to the selling floor and prepared merchandise for liquidation.
VOLUNTEER SERVICE
St. Martin de Porres Catholic School, Philadelphia, PA                                              Sept. 2013- Present
St. Rose Lima, Philadelphia, PA	Aug. 2015-May 2018
St. Martin de Porres Catholic Church, Philadelphia, PA	Sept.2013-Present 
Maintain Church grounds inside and out, including light landscaping to ensure the beauty of the community. 
St. Anthony of Padua, Philadelphia, PA	Aug.  2015
Cleaned and prepared classrooms for school year in support of better childhood education experiences. 
Philadelphia Horticultural Society, Philadelphia, PA	Mar. 2015
Directed people to exhibits.
CAMPUS INVOLVEMENT 
Immaculata University, Immaculata, PA 
Latin Flavor Club	 2016-Present
Cheerleading Team	 2016-present
Macversity, President                                                                                                                                                           2016-2018
African American Cultural Society, Treasurer                                                                                                              2016-2018
Upper Echelon, Vice President                                                                                                                                           2015-2016
Sign Language Club                                                                                                                                                                2015-2017
Emerging Leaders                                                                                                                                                                 2015
ACTIVIITIES
St. Martin de Porres Church Praise Dance Team	 September 2012-Present
St. Martin de Porres, Adult Choir 	2006-2016


