
EXPERIENCE EDUCATION

City Tech - CUNY
BFA Communication Design
Advertising & Graphic Design
SEPT ‘23 - PRESENT

Norwalk Community College
Associates of General Studies 
SEPT ‘15 - AUG ‘17

Front Desk Administrative Assistant
Community Chiropractir & Acupuncture, Brooklyn NY

Redesign marketing materials practice logo and review cards.

Run intensive insurance verification process for patients and explain them 
their benefits.

Proficient in software system to reconcile accounts for patients.

Identify patient needs and pair them with the providers who can  
meet them.

Structure patient letters, referrals and medical records.

Address inquiries in regards to practice services.
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majb92@gmail.com

203 767 4263

SKILLS

Adobe InDesign
Adobe Photoshop
Adobe Illustrator
Adobe Premiere
Merchandising
Coordination
Communication
Data Entry
Analytical Skills
3PL/EXTENSIV HUB
Administrative
MS Office; MAC & PC
Outlook

LANGUAGE

English
Spanish

Account Executive
Precious Tails, New York City NY

Enhanced product linesheets by implementing new layouts to improve 
buyer’s visibility.

Maintained open and clear channels of communication with buyers to 
facilitate efficient order fulfillment.

Processed and allocated incoming and outgoing purchase orders daily.

Provided support to multiple warehouses to ensure timeley shipment of 
all orders.

Analyzed the database system to ensure proactive management of cur-
rent and future inventory.

Merchandised showroom based upon season for meetingswith buyers.
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Technician
Stamford Vision Care, Stamford CT
Tested each patient visual acuity, eye pressure and pupil reflexes before 
their exam with the optometrist.

Educated patients on contact lens maintenance and conducted one-on-
one insertion lessons.

Authorized patient’s insurance coverage and explained out-of- 
pocket obligations.

Created patient charts in the EMR system, adhering to HIPPAA guidelines.
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HOLA! I’m Andrea. I am a Commu-
nication Design student seeking 
entry-level work while pursuing my 
degree. My focus is on Adveristing 
& Graphic Design. My interest are 
photography & motion!


