
Joyce Hatanaka
21255 Main St #220 • Moreno Valley, CA 99999
Phone: 111-234-5678 • Email: joyce_hatanaka@yahoo.com
OBJECTIVE   ____________________________________________________________________________________

To secure an internship or a part-time position in Information Technology
EDUCATION                                       ________________________________________________________________
Bachelors of Science: Business Administration                                       California State University, Los Angeles   
Major: Computer Information Systems
Minor: Accounting

         Anticipated Graduation: Jun. 2005

IT EXPERIENCE                              ____        ________________________________________________________

Systems Specialist Intern

ABC Television - Burbank, CA

     
 Jun. 2004 – Sept. 2004
· Member of a nine person team responsible for maintaining 2500+ Windows/MAC desktop computers
· Member of 3 person network team overseeing entire ABC Network infrastructure.  Responsibilities included: patching ports, running cables, and configuring switches and routers. 
· Setup computers and provided first hand support for ABC executives at the Summer 2004 Press Tour
PROJECT EXPERIENCE    ___ __________________________________________________________________

· Java Project: Built several multi-class java programs used to run business applications including performing calculations and creating graphical user interfaces and applets

· Visual Basic.Net:  Created an application for managing student grades

· Oracle 8i Lite: Compiled a database with ODBC using SQL programming

· Developed an interactive website for Sumner Elementary School using HTML and JavaScript

OTHER WORK EXPERIENCE                         _____________________________________________________

Motel Manager

Black Hawk Motel – Moreno Valley, CA


      Jun. 2000 – Present

· Managed the Guest Relations, Maintenance, and Housekeeping departments for an 18 suite residential motel

· Created an Access database for prioritizing the Motel’s interests and identifying the most frequent customer requests 

Bookkeeper


    ST & Associates, Inc. – Lake Elsinore, CA

  Jan. 2003 – Apr. 2004

· Completed data entry for 15 clients in QuickBooks   

· Performed detailed reconciliations of payroll and bank statements for a Certified Public Accountant

· Developed and implemented a new filing system for maintaining client records

Pharmacy Clerk

 Kings Pharmacy, Inc. - Corona, CA 

              Dec. 2002 – Dec. 2003

· Performed accurate insurance reconciliations for a multi-million dollar pharmacy, tagged inventory, provided customer service by analyzing customer needs for non-prescription medication, and interpreted customer insurance coverage

ACTIVITIES AND AWARDS RECEIVED__________________________________________________

· Management Information Systems Student Association, Finance Officer

             2004 – Present

· Management Information Systems Student Association, Member

 

    2003 – 2004

· Dean’s List, Cal State LA








               2003

· President’s Honor List, Victor Valley College






  2002

· Dean’s List, Orange Coast College





                 2000 – 2002

