Jane H. Lee

6514 El Greco Road, Unit 2 

Goleta, CA 93117 

Cell: (626) 272-7924  

Email: janelee.gr@gmail.com 

OBJECTIVE: 


To gain experience outside of the classroom with a driven and innovative company.
EXPERIENCE: 

10/2011 – 03/2012      University of California, Santa Barbara                Santa Barbara, CA 

Front Desk Attendant at Santa Catalina Residence Hall   
· Logged maintenance requests for residents and staff 

· Responsible for rental of residence hall’s equipment and maintenance of records 

· Answered telephone, scheduled meetings, and completed clerical tasks for the Assistant Resident Director and Resident Director 
11/2012 – 08/2013      UCEN Dining Services, The Arbor               Santa Barbara, CA

Sales Associate

· Worked at cash register and as barista
· Maintained appearance of the storefront
01/2013 – 04/2014      SexInfo Online                  Santa Barbara, CA 

Writer and Q&A Section Manager

· Maintained neat record of 100s of received questions and writers assigned to each question

· Responsible for ensuring that 20-30 questions are answered on time every week

· Responsible for communicating deadlines and new information to entire team of writers 

· Implemented new, more efficient system of recordkeeping

08/2013 – 05/2014      UCEN Dining Services, The Arbor               Santa Barbara, CA

Supervisor

· Organized orders and maintained appearance of the storefront
· Responsible for opening and closing registers during opening and closing 
· Responsible for supervising the shift and 3-4 sales associates
04/2014 – 06/2015      SexInfo Online                  Santa Barbara, CA

Editor-in-Chief
· Collaborates with Junior Editor to edit all written work for a team of 20-25 writers

· Collaborates with Class Coordinator to manage timelines and deadlines for class projects

· Responsible for delegating work to Project Committees 

05/2014 – 06/2015      UCEN Dining Services, The Store @ Buchanan           Santa Barbara, CA

Student Manager

· Manage and schedule a staff of 20-30 sales associates and supervisors
· Responsible for ordering product from ~10 outside vendors

· Weekly meetings with the Divisional Manager

· Consistently surpassed expected profit every month
EDUCATION: 

09/2007 – 06/2011

Attended Arcadia High School     Earned High School Diploma     Arcadia, CA
· Graduated with a cumulative GPA of 3.86

09/2011 – 06/2015
Attending University of California, Santa Barbara     Earning Bachelor of Arts      Santa Barbara, CA
· Double-majoring in Communication and Sociology

· Graduating magna cum laude in Sociology; Communication GPA: 3.74; Cumulative GPA: 3.75
