Polly Burnham

222 Euclid Ave. ● Ontario, CA  99999
Cell (999) 999-1234 ● Email:  pollyj@pomona.edu
 
OBJECTIVE
Full-time position as an IT/business analyst with a consulting firm
EDUCATION

Bachelor of Science, Business Administration

California State Polytechnic University, Pomona      



   Expected March 2010
· Concentration:  Computer Information Systems
PROJECT EXPERIENCE
· Oracle 8i Lite SQL database for retail computer business 
· Multiple class Object-Oriented Java Application / Applet of financial calculators

· Interactive website for Sumner Elementary School
WORK EXPERIENCE
Web Developer – Intern

Walt Disney Internet Group, Burbank, CA                                                                                Summer 2009
 Maintained the ABC.com Internet website using HTML, T-Template, & Javascript including:
· Archive Oscar.com

· Home Shopping Network Daytime Shopping e-mail

· Life As We Know It site integration
· Software license database

Network Administrator Assistant           

High Line Electric, Inc., Riverside, CA                                     

            
             05/06 - Present 

Assisted with the management of a business network for $10M+ annual sales firm employing 150+ office and field personnel

· Performed weekly server backup and maintenance

· Managed computer / network disaster-recovery plan

· Update and patch Windows NT server operating system

 
Contract Administrative Assistant
High Line Electric, Inc., Riverside, CA                                      

                           09/06 - Present

Assisted in the management of the business office for $10M+ annual sales corporation and three subdivisions
· Personally managed the billings and payments for change order contracts to $500,000  per month

· Assisted in the management of over 800 payable accounts
· Assisted in the management of 300+ customer receivable accounts
· Maintain project budgets and schedules

 
Cashier/ Clerk
                                                                   
Crowne Hallmark, Fullerton, CA




                                           09/04 - 05/06
Worked on the sales floor of a franchise gift store
· Responsible for balancing a cash drawer containing up to $150+
· Assisted in inventory and audits of merchandise
· Provided customer service and sales assistance

