


• Analyzed weekly sales to maximize visual space and sales based 
on store demographics.   

• Executed weekly relevant functions pertaining updating and 
placing marketing assets throughout store. 

• Assisted with general store operations when needed, including 
customer service and display maintenance; exceeding company 
standards.  

 

 

Howard University – Washington, DC 
Administrative Assistant  
February 2015- May 2016 

• Filed, organized, and created donor and student scholarship files to 
ensure accurate documentation of past and current scholarships.  

• Developed file organizing system to streamline donor file and 
donor recipient filing and retrieving processes.  

• Responded to student and parent financial aid inquiries 
thoroughly and professionally. 

• Ensured accuracy of student accounts and billing.  
• Executed front desk duties including copying, faxing, answering 

and forwarding phone calls.  
  

 




