Marsha B. Bravo
Current Address:  3500 Mountain Blvd, #489, Oakland, CA 94619, 510-436-7272, bravo@hnu.edu

Permanent Address:  294 Willow Drive, San Jose, CA 93158
Objective:
To obtain an internship position in the field of business 

Education

Bachelor of Arts, Psychology


        
             

         May 2007



Minor: Business Management



Holy Names University



Deans List: Fall 2004, Spring 2005

Relevant Course Work:

· Principles of Management        
(   Business Finance

· Professional Writing
         
(   Organizational Behavior

Skills & Qualifications

· Demonstrated ability in grant writing and other professional writing

· Understanding of basic business and organizational behavior principles

· Possess initiative to institute organizational policy 

· Ability to work well and communicate with others 

· Fluent in Mandarin

· Organized and detail orientated

· Proficient computer skills including Word, Excel, PowerPoint and internet

Experience





Office Assistant, Brady and Bravo Family Medical Services, Alameda   
     Summers 2002-04

· Provided office support to medical center staff

· Provided customer service and support to over 20 patients daily 

· Organized and maintained file system for incoming patients

· Implemented office recycling program 
Team Member, Grant Writing Assignment, Professional Writing Class, HNU
          Fall 2004 
· Worked with two teammates to draft a grant request addressed to local community businesses and organizations

· Researched history of organizations and developed plan of grant implementation 

· Awarded $1000 in grant money to be used toward scholarships for incoming students at Holy Names University

Awards and Memberships



Member, Chi Sigma Honor Society


Student of the Year, St. John’s High School, San Jose 2001-2002

