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WORK EXPERIENCE:
Executive Director’s Assistant, Internship September 2011 – Present

Employer: Block Island Historical Society Museum

P.O. Box 79, 18 Old Town Rd, Block Island, RI 02807

Supervisor: Pamela Gasner, (401) 864-4357, may be contacted. 

-Assisting Executive Director with updating mailing lists to send out event invitations, organizing and setting up displays for events hosted at the museum, and registering the daily income/revenue from admissions and sales

-Engaging with public on a daily basis with information about Block Island and the Historical Society

-Organizing and detailing archival items such as documents, photographs, and furniture

-Systemizing, editing, and inputting membership information into “PastPerfect” computer program, such as the mailing list, recent and renewed memberships, and donation receipts
Summer Desk Clerk June 2007 – October 2011

Employer: Old Harbor Bike Shop

P.O. Box 129 Block Island, RI 02807

Supervisor: Alicia Leone, (401) 316-1913, may be contacted. 
-Assisted with completion of rental agreements

-Verified drivers license validity and insurance validity

-Processed credit and debit card transactions. 
Classroom Technician September 2008 – May 2011

Employer: Language Learning Resource Center, University of Rhode Island

301 Swan Hall 60 Upper College Rd, Kingston, RI 02881

Supervisor: Jon Gaskill, (609) 703-0646, may be contacted.

-Assisted professors on-campus with technical troubleshooting in the classroom 

-Aided students in Mac computer lab with software/hardware troubleshooting 

Senior Telephone Interviewer September 2007 – September 2009

Employer: Cancer Prevention Research Center, University of Rhode Island

2 Chafee Road, Kingston, RI 02881

Supervisor: Katie Lamson, (401) 398-7605, may be contacted. 
  

-Interacted with the general public through phone calls in order to collect data for on-campus researchers

-Involved in weekly meetings to review techniques for future progress

-Assisted hiring managers in interview process and training for new hires

Assistant on Sundays November 2006 – May 2007

Employer: Warwick Public Library

600 Sandy Lane, Warwick, RI 02889

(401) 739-5440

-Alphabetized library materials according to Dewey Decimal System and shelved accordingly 

-Assisted general public with access to specific and/or requested material

Cashier November 2005 – August 2006

Employer: Christmas Tree Shops Inc. 

300 Quaker Lane, Warwick, RI 02886

(401) 821-4944
-Assisted customers over the phone for special orders and general inquiries 

-Customer service with customers about in-store requests

-Processed credit and debit card transactions

  

EDUCATION:
University of Rhode Island
December 2011







Bachelor of Arts: English Literature

Kingston, RI 02881
Pilgrim High School June 2007

Graduated 

111 Pilgrim Pkwy, Warwick, RI 02888

COMPUTER SKILLS:
PC and Macintosh Operating Systems, Microsoft Word/Excel/Powerpoint/Outlook, electronic mail, web applications

Internship Portfolio available at: http://salliemazzur.yolasite.com/




