Maria V. Suarez
Present Address:


    mvs5t@virginia.edu


Permanent Address:

1902 Jefferson Park Ave.






272 Bluebird Dr.

Charlottesville, VA 22903






Huntington, WV 45123

EDUCATION
University of Virginia (UVa), Charlottesville, VA



May 2008

B.A. Economics, Cumulative GPA: 3.09, Major GPA: 3.23

RELATED EXPERIENCE
Howard Johnson Express Inn, Huntington, WV



Summer 2006-present
General Manager (GM) Assistant


Provide support in all daily activities and assisted GM in raising motel above brand standard. Co-prepare for employment audit. Facilitate interaction among housekeeping staff and upper management. Prepare schedules for maintenance crew. Maintain weekly and monthly budgets for all departments. Document communications concerning delinquent accounts. Aided in preparing numerous construction contracts for large-scale renovations. Respond to customer complaints and influenced a turnaround in service. Receive direct recognition from clients and co-workers for outstanding guest services in large volume motel.
First Investments Corporation, Richmond, VA



Summer 2005

Intern

Prepared proposals, illustrations, and insurance reviews for client meetings. Shadowed sale representative on appointments, home shows. Lead several office meetings. Scored 91% on the Virginia Life and Annuities Insurance test, qualifying for a license. Passed the Series 6 licensing exam.

Birds Eye View Motel, Morgantown, WV




Summer 2004

Front Desk Supervisor

Negotiated large contracts with clients. Designed and developed layout proposal for adding convenience store to property. Collected daily cash records. Generated credit card batch reports. Attributed to successful marketing plan for motel to raise revenue 10%. Demonstrated efficiency to guests in check-in process.
LEADERSHIP EXPERIENCE
Honor Committee, Charlottesville, VA





Fall 2005-present
Bad Check Committee Member
Ensure bad check system runs effectively. Process honor code violations committee by UVa students. Work with UVa administrations to take appropriate actions against student violators and recommended academic suspension when necessary. Inform local merchants about UVa’s honor system.
Alpha Phi Omega Service Fraternity, Charlottesville, VA


Spring 2005-present
Committee Chairman

Elected to membership in co-ed fraternal service organization that benefits Charlottesville and surrounding community. Perform over 35 hours of community service per semester. Formulate major service projects as chairman.

SKILLS
Technical: Microsoft Office 2000, Windows (2000, NT 4.0, XP), VB, HTML

Language:  Fluent in Spanish. Conversant in French.
