Nikki L. Singeltary
14332 Montfort Dr., Apt 14106

Dallas, Tx 75254

(281) 795-8865
nikki.singeltary@gmail.com
Education 
Texas A&M University, Mays Business School, College Station, Texas                              

       May 14, 2011

Bachelor of Business Administration

Overall GPR: 2.88
Work Experience
Texas A&M University Transportation Services, College Station, Texas


        July 2010 – May 2011
   Customer Service Representative
· Assisted fellow students, faculty, staff, and visitors with parking needs

· Answered phones, emails and chats simultaneously
· Performed other clerical tasks as needed
Primrose School of Barker Cypress, Cypress, Texas      


                 October 2005 – July 2007,

   Assistant Teacher






                   Summers 2008 and 2009

· Cooperated with two other teachers in directing and supervising children
· Developed and administered afternoon activities and art projects

· Directed children in guided learning activities

Activities
The Big Event at Texas A&M University





      Fall 2009 – Spring 2011
  Largest, one-day, student-run service project in the nation
   Operations Committee Member
· Secure donations for an auction to raise money to purchase tools and other supplies needed for the event

· Cooperate in a partnership to meet with community residents and examine job sites
Philadelphia Sisters







      Fall 2009 – Spring 2010
  Christian sorority based on three pillars: Bible study, service, and accountability
   Member
· Participated in weekly meetings and a weekly small group

· Served in the community for a minimum of four hours per month

Aggie Lunch Buddy Volunteer






           Fall 2008 – Fall 2009
· Mentored a student at College Hills Elementary each week while eating lunch with her

Leadership

Upstream









          Spring 2009
   Bible Study Leader
· Prepared weekly to lead a Bible study

· Facilitated discussion among freshman college students
Family, Career and Community Leaders of America


                                     Fall 2005 – Spring 2006

   Junior Representative

· Encouraged juniors to participate in monthly meetings and community service projects
· Aided the senior representative in creating service opportunities

Skills

Created PivotTables using Microsoft Excel

Assisted with the management of Transportation Services’ database

Given access to Texas A&M student records with the expectation that I would maintain confidentiality


Typing speed of 66 wpm 

Responsible for assisting with household upkeep since age 10
