Melissa Illance
 2900 SW 23rd Terrace APT 251• Gainesville, Florida 32608• (305) 804-7925•

millance@ufl.edu

OBJECTIVE

To obtain an elementary school teaching position that will utilize my diverse experience and education.
EDUCATION


University of Florida, Gainesville, FL

Bachelors of Science in Education, 




                                     Spring 2012
Master of Science, Elementary Education, 
GPA: 3.04 out of 4.0

EXPERIENCE

Student Assistant: Dean of Students Office at the University of Florida (Gainesville, FL)   January 2009 to Present

· Assist the Deans in running the office, as well as aiding those in need of questions.
Personal Assistant: Allstate Insurance (Miami, FL)

     
                              May 2008 to August 2008

· Assist clients by answering the phone, and receiving messages. Call banks and other insurance agencies.

· Informing clients about their pending payments, as well as taking their auto insurance payments through credit card online.

· Organize, fax, scan documents, and send postcards and letter to clients.

· Clerical Work. 

Tutor:  Personal

           
   
                                            
                August 2005 to May 2007
· Assisted students on any difficulties they might be having with the material taught in class. 
· Taught private academic lessons for children K-12. 
ACTIVITIES & HONORS

Public Relations Chair, Gamma Eta Sorority, Inc.



     
   January 2009 to Present

· Developed flyer and promotional events/material for our organization.
Mutlicultural Greek Council Assistant Delegate, Gamma Eta Sorority, Inc.
      August 2008 to December 2008
· Assisted the Delegate in retrieving information to inform the chapter.

Small Group, Alpha Retreat 

                                                                           January 2008 to Present
· Contributed in approving the budget of more than 20 engineering organizations.

Ministry Formation, Alpha Retreat    




              January 2008 to May 2008

· Prepare candidates to be leaders of the St. Augustine community.
Marketing Team, Hispanic Heritage Month for HSA (HHM)                                   August 2007 to December 2007 
· Organized events and background work for HHM 2007.

Assistant Cabinet Director, Graduate and Professionals Student Government       August 2007 to December 2007
· Assist the Director in events to serve the Graduate and Professionals on UF campus.
Member, Cuban American Student Association (CASA)

                            September 2007 to Present

Member, Student Alumni Association (SAA)                                                                    September 2007 to Present
Member, Hispanic Student Association (HSA)

                                           September 2007 to Present

SKILLS

Proficient in Spanish (read/write) 


Semi-Proficient in French (read/write)






Microsoft Office 








Excel / Visual Basic


