RAMONA K. GAWLIK 

e-mail ramonakgawlik@yahoo.com
Education 
Bachelor of Arts & Humanities

Major: Political Science/Pre-Law Track, Minor: Business Administration

Texas A&M University – Corpus Christi, Major GPA: 3.3, Graduated May 15, 2004
Computer Proficiency Skills
· Microsoft Office: Word, Excel, PowerPoint, Access, MS Outlook; WordPerfect, Lotus 1-2-3, QuickBooks

· Excel Capabilities: spreadsheets, database management, statistical graphing, data analysis, formula writing & reports

· Webpage & Graphic Design: Paint Shop Pro8, MS Paint, Macromedia Flash, Animation Shop 2 
· Ability to quickly master new/proprietary software programs, proficient with all Windows versions, DOS & MAC
· Internet, HTML, and Desktop Publishing: Familiar with several desktop publishing programs for both electronic and print publishing, including Java, HTML, FrontPage and Page Builder

Experience 

1/1998 - 5/2000

Franchise Office Manager/Consultant: Subway Development Office, Corpus Christi, Texas
· Assisted in all aspects of sales and transfers of franchise

· Conducted geographic site surveys – assessed market saturation & traffic patterns for new storefronts

· Presented and Analyzed Sales Analysis/Comparison Reports to franchise owners at quarterly meetings
· Vendor Relations – proven success in building internal and external relationships, provided business to business support
· Research & Development – introduced new products, promotions and marketing agendas to franchisees

· Meeting & Event Planning – organized quarterly franchise owner’s meetings, lead award presentations & public speaking
· Human Resource Management – conducted manager training meetings and new hire orientation
· Accounting – Performed A/P & A/R, as well as payroll gathering for fifteen stores
8/1997 – 1/1998

Desktop Editor: Portland Christian Center, Portland, Texas
· Editor of weekly newsletter
· Gained experience in copyediting, content editing, and proofreading
Summer 1995

Bookkeeper: Affordable Business & Tax Solutions, Portland, Texas 
· Implemented automated accounting system

· Transferred manual bookkeeping system to QuickBooks program
8/1994 – 5/1995

Administrative Assistant: Gregory-Portland Jr. High School, Portland, Texas
· Tracked and maintained daily attendance for 500+ students, processed interoffice mail
· Assisted faculty and staff as required

Special Projects/ Community & Volunteer Experience 

· UIL, Nation Forensic League & Texas Forensic Association, Speech & Debate Tournament Judge 1997-Present
· Contributor to various university literary reviews
· Organization Memberships: Texas A&M University Alumni Association, Pre-Law Society, Political Science Club
Campaigns & Local Elections: Texas A&M University Political Science Research Team
Conducted public opinion polls 
Lead team of five in local exit poll survey
Analyzed local voting patterns & presented findings to class of 50
Demonstrated strong analytical and creative problem solving skills
· Extensive volunteer work for local church/outreach center
