Cassandra Anderson

2131 Simon Avenue

San Jose, CA 95122

408-854-0996
cassandralynnanderson@yahoo.com

Eciucation
FRESNO CITY COLLEGE, FRESNG, CA
Parategal candidate, Novernber 2013

Relevant Expetience
ALE PARIING, FRESNO, CA
Event Staff, March, 2012 - June, 2012

«  Greetpatrons amd direct them to their correct parking facifity

»  Take fees and issue parking credentials

v Clean and maintain the parking areas ard monitor barking areas for salaty.

»  Patrol parking aress antensure that vehicles are parked lagally acoording to their issued parking cradential.

FRESND CITY COLLEGE
STUDENT PARALEGAL ASSOCIATION, FRESHO, CA
Board Secretary, August, 20007 - june, 2012

+  Compose and distibute meeting notes, toutine comespondence and reports.

»  Maintain schedules and event ealendars.

«  Manage projects and contribute to commiltee and tesm work,

» * Comdutt searches to find needad information, using such sources s {he intarnet.
+  Goordinate conferences and meetings.

« - Take dictetion in shorthand or by maching and taissibe informvstion.

FRESHO CITY COLLEGE
STUDENT PARALEGAL ASSOLIATION, FRESHO, CA
Treasurer, August 2840 - .Euna 2011

" F’fepere or direct the preparation of financiat siaienmms business amvny reports, financial position fomcasts
« ¥ Bnoal budgsts o reports required by regulalory agencies, :

+  Dalegate authority for the receipt, disbursemant. banking, pmtecﬁon am% custody of lunds, seturities aad finamciat
siatements. :

s Conducl or coordinate audits of company acoourts and ﬁnancs@#ansactzons to ensure sompliance with state snd
federal regidrements and statutes.

»  Ressive, repord and authorize requests for disbursements in acoordance with mmgzany poiicy &nd procedures.

s Monitor Bnancial acf:wﬁees and detalfs such as mserve levels to eﬁsufe tha\at tegel and regulatory mqusrements
afe metl

»  Guoordinate and direct the financial pliariting, budgm;rzg, pmwmmsnt or investment acﬁviﬁes of all or pant ofan
orgahization.

*  Analyze the fnancial detsils of past, present and expected operations o identify deveiopmem opporiunities and
areas where improvements are needed.

. Recerve sash and.checks and make bank deposits,



