
JESSICA CHRISTAKOS
2337 S. Manchester Avenue, Anaheim, Californta92802

7 1 9 -73 1 -2699 j esschristakas @ gmail.cora

QUALIFICATIONS SUMMARY
. Proficient in Microsotl Office Suite including Excel and Outlook
. Highly developed interpersonal skills
. Advanced customer service training and experience
. Type 65 wpm
. Excellent computer skills on MAC and PC' s uperi or atte ntio n' "##ir$ Iffiffi ';t?fr ffi$ffi$ 

co nti dent

Sofinnova Yentures, Menlo Park, CA
Executive Assistant JanuarT 2014-May 2014

. Acted as a liaison and maintained open lines of communication among senior
executives, board members, and administration staff

. Coordinated high-level conference calls, board meetings, special events, and travel
affangements

. Provided administrative support including copying, faxing, mail handling, and ....

suppliesmanagement I . ,i
. Prepared and processed all expense reports for executive partners I I

Black by Ezard, Sydney, NSWrAustralia
Supervisor/Section Waiter September 2.0 I 2 -Decernbir 2A I 3

. Responsible for closing reports and cash out

. Supervised staffof20 nightly

. Held accountable fbr continuous employee training

. Adhere to all rules and regulations of the casino
Pump Room, Chicago,Illinois, United States

Secti.otz lYaiter Augr,tst 201I - ALtgttst 2012 I

. Provide pristine service in fine dining environment,

. Train all new employees

. Fine attention to detail

. Continued training for exceptional customer service
Hawg Tools, Denver, Colorado, United States

Per,ronsl/Aclninistrattve Assistant October 2A09 - Ottober 201A
. Coordinated meetings, travel arrangements and conferences.
. Aruanged social and executive errents including dinners, luncheons, and seminars.
. Prepared presentations using Microsoft Word, PowerPoint, and Excel.
. As the liaison to the CEO, perpetuating the integrity and image of the company was

flrndamental to success.

\, EDUCATIGN
Univelpity Of Colorado at Colorado Springs Colorado Lrnited States

.Bachelors of Commnniccttiorzs 2008
Colorado State University Colorado United States
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