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OLIVIA LEEDER
 

EXECUTIVE SUMMARY
Motivated and creative graduate student

with ample experience working in fast-

paced, high-energy environments. Quick-

learner with a personality that is eager

to gain on-the-job experience. Strong

academic background in policy and

community development research with a

drive to utilize intuitive organizational

and interpersonal skills to support

progressive social and economic

intiatives within the community. 

AREAS OF EXPERTISE
Excellent written and verbal
communication
Office organizational skills, including
filing, scheduling, maintenance, and
data-entry
Microsoft Office Suite, including Word,        
Excel, PowerPoint, and Outlook
Customer service and professionalism--
in-person and via telephone contact
Legal, marketing, and scientific
research
Excellent mathematical and analytical

ability

CONTACT INFORMATION
Cell:(775) 200-3963
 
Email: oliviaaleeder@gmail.com 

EMPLOYMENT HISTORY

Maintain and file all electronic and physical materials  that pertain to

billing/legal cases

Run and distribute documents  

Provide general office support where needed

File Clerk
Williams Law Firm
July 2018- present

Present educational materials for a physics laboratory class

Provide constructive feedback and support for students 

Coordinate study materials and deadlines 

Graduate Teaching Assistant
University of Montana
Aug. 2018-May 2019

PREVIOUS EDUCATION

Emphasis in Policy and Economics (Public FInance)

Current 3.9 GPA

University of Montana
Master of Science in Environmental Studies, In Progress

3.6 in major GPA

University of Nevada, Reno
Bachelor of Science in Biology, 2017

Bachelor of Science in Environmental Science, 2017
3.8  in major GPA

Provide information and promotional materials

Create and maintain an entertaining and fun atmosphere 

Promote nightclubs and special events for casinos in  Reno/Lake Tahoe  

Performer/ Promotional Liaison
BLV Productions
Jul. 2016- Jul. 2018

Apply knowledge of biochemistry to assist researchers

Data entry; record maintenance 

General work space maintenance

Research Assistant
University of Nevada, Reno; Biochemistry Department
Dec. 2013-Jan. 2015

Sales Specialist
Victoria's Secret
Aug. 2013- Aug.2017

Lead and educate a sales team to meet and exceed goals

Track sales and support associate-mediated sales

Promoted after holding sales associate position from Aug. 2013- Nov. 2016.


