SHANNON L. BURNHAM

3558 Hemlock Street

 Zachary, LA  70791

(225) 654-9243

istu62499@selu.edu
OBJECTIVE

To obtain a position with a progressive organization in the business field that utilizes my skills in communication, organization, and personnel relations in order to assist in the achievement of the company’s goals and objectives.

EDUCATION

· Southeastern Louisiana University, Hammond, Louisiana

1999 – Present 

            GPA – 3.070 

· Zachary High School, Zachary, Louisiana

· Graduated May 1998

EXPERIENCE


Southeastern Louisiana University: Student Assistant to the President 

                         January 2000 – Present 

· Assisted in planning and executing events and banquet functions 
· Established a checklist system to increase accountability and efficiency
· Interacted daily with administrators and students in providing assistance and information 
Star Hill Gifts and Interiors: Sales Associate


August 1997 – Present 

· Interacted daily with customers and vendors

· Prepared all invoices, receiving worksheets, and purchase orders; typed correspondence

Louisiana Old State Capitol: Student Assistant


May 1999 – March 2000 

· Sales associate in admissions and gift shop

· Organized group tours


Louisiana Title Abstract Company: Secretary



August 1997 – November 1998

· Served as receptionist

· Performed clerical duties such as: typing abstracts, printing invoices, and using microfilm equipment

SKILLS

· Proficient in Microsoft Word, Excel, PowerPoint, Corel WordPerfect Suite 8, and Quickbooks

ACTIVITIES AND ACHIEVEMENTS

· Second Year Dean’s List    

· SLU Freshman Excellence Award          

· Who's Who Among American Colleges and Universities
· Class Secretary Award, Zachary High School

· “Service Above Self” Award

REFERENCES

· Available upon request  

