MADISON ROSS

1899 Trail Run Rd.

Charlottesville, VA 22903

434-555-2419

Madison@virginia.edu
EDUCATION

University of Virginia, Charlottesville, Virginia





May 2008
B.A. Sociology
G.P.A. 3.4 overall; 3.5 in major

Dean’s list (2006)

Courses in interpersonal communication, public speaking, conflict management

RELATED EXPERIENCE

University of Virginia Conference Services, Charlottesville, VA


Spring 2007-Present

External Program Assistant

· Work with clients, guests, and service providers to arrange housing, parking, dining, catering, facility, athletic, equipment, and security requests for over 120 conferences and 17,000 guests annually.

· Research local service market and compile service rates and policies that bets meet organization’s needs.

· Track annual service requests and compile bills for their respective providers.

· Run weekly and biweekly meetings with service providers to facilitate communication and conference preparation.

· Aid in revision and implementation of organization policies and procedures, including employee manual, tracking sheets, rewards and recognition program, hiring and training processes.

· Schedule and directly supervise three full-time summer employees.
University Guide Service, Charlottesville, VA





Summer 2007-Present

Guide

· Selected to represent the University by conducting campus tours to prospective students.

· Demonstrate extensive knowledge of University and promote its programs to visitors.

· Interact extensively with University staff, faculty and guests to University.

Member, Zeta Tau Alpha Sorority, Charlottesville, VA



Fall 2006-Present
Social Event Coordinator

· Plan and organize all social events for over 150 members of the sorority.

· Coordinate events with other Greek organizations

· Manage budget of nearly $2500 through the use of an Exel spreadsheet

· Market events to members through emails, posters, meetings, and word of mouth

ADDITIONAL EXPERIENCE
Barnes and Noble Bookstore, Charlottesville, VA 




Summers 2006 & 2007
Store Clerk

· Assisted students, faculty and other customers with questions regarding all types of reading materials.

· Became familiar with shipping and receiving procedures.

· Praised by supervisor as providing excellent customer service and increased sales.

SKILLS

Fluent in Spanish.

Demonstrated proficiency in WordPerfect 8.0 and MS Word, Exel, Access, Powerpoint.
Ranked among top twenty tennis players in the country, NCAA (2005).
