AVA DAVIS

College Assistant

e PROFESSIONAL SUMMARY

Accomplished College Assistant with 7 years of experience in
academic support and student services. Demonstrated expertise in
administrative management, student advisement, and fostering an
inclusive campus environment. Adept at utilizing technology to
streamline operations and enhance student engagement.
Committed to empowering students and contributing to institutional
success.

@) WORK EXPERIENCE

College Assistant
Maple Leaf Consulting

B Apr/2020-Ongoing
X Toronto, ON

1. Executed administrative duties, including report generation and
document management.

2. Served as the primary contact for student inquiries through various
communication channels.

3. Maintained an organized filing system for student records, ensuring
confidentiality.

4. Supported faculty and administration with scheduling and event
coordination.

5. Provided training on technology tools to enhance faculty and staff
productivity.

6. Assisted students with academic inquiries and resource access.

7. Managed inventory and procurement of office supplies, ensuring
timely availability.

College Assistant & Apr/2018-Apr /2020

Cactus Creek Solutions X Phoenix, AZ

1. Responded promptly to inquiries, providing accurate information
about academic programs.

2. Delivered exceptional customer service, maintaining
professionalism in all interactions.

3. Updated and reviewed student records to ensure accuracy and
compliance.

4. Resolved issues related to admissions and enrollment processes
effectively.

5. Ensured compliance with privacy laws regarding student
information.

6. Adhered to institutional policies, promoting a culture of respect and
integrity.

€9 EDUCATION
Bachelor of Arts in Communication & Apr/2016-Apr /2018

University of Washington X Denver, CO

Focused on effective communication strategies within educational
environments.
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€) INTERESTS

& Podcasts @ Language Learning

J2 Dancing @ Cycling

) STRENGTHS

LANGUAGES

'80%) '80%, '80%)

English Italian German

€) ACHIEVEMENTS

5“ Streamlined the student enrollment
process, reducing processing time by 30%.

“f¢ Developed and implemented a new filing
system, improving document retrieval
efficiency by 40%.
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