CECILE L. DEVINE
10417 Brookwood Bluff N.
Jacksonville, FL, 32225
((904)425-1651
Cell:(904)716-8681
( sesiru_d@yahoo.co.uk

Objective 
I would like to use the variety of experience and skills that I have attained to provide unparalleled service to the public and my superiors through efficiency, hard-work, attention to detail, and professionalism. Through the position of an Administrative Assistant, I hope to fulfill my duties so as to make the agency more productive, and improve the relationship between public and government entity.

Education
· Stendhal Academy, Grenoble, France, 1996 – 1999.
High School
· La Cueva High School, Albuquerque, NM, 1999 – 2000.
High School 
Graduated with High School Diploma and Certificate of Excellence
· TVI, Albuquerque, NM, 2000 – 2001.
College
Core requirements for a degree at the University of New Mexico
Honor Roll 
Phi Theta Kappa Member (Alpha Upsilon Chi)
· University of New Mexico, 2001 – 2004.
University
Bachelor of Arts in Asian Studies, Cum Laude
· University of North Florida, 2004 – 2006.
University

Masters of Public Administration (current)


Expertise
· Languages
Bilingual French/English (read, written, spoken)
Spanish for 3 years (comprehend, read)
Studied Japanese (2 ½ years)

· Skills
General computer skills
Proficient in Windows 98 up to Windows XP
Microsoft Excel, Word, Powerpoint
Adobe Photoshop
Paint Shop Pro 7
Corporate Edition by Vurv, Inc.

Staffing Edition by Vurv, Inc.

Aloha by Vurv, Inc.
HTML
Typing 40 wpm
· Other skills
Teaching, tutoring, filing, answering phones, clerical, faxing, proofreading, editing, book formatting, website maintenance and construction, dance, artistic ability.
Experience
Dec 05 – Mar 06 Translator/Tester, Vurv Technologies.
Aug 05  – present Dance Teacher, Duval County Community Ed Program.
Aug 05 – Dec 05  

· Book formatting for Professor Jose Luis Angeles "Narraciones Imposibles".
· Maintenance of World Languages Department website at the University of North Florida.
Aug 04 – Dec 05  Language Lab Assistant,University of North Florida. Fall 2005, promoted to Head Lab Assistant.
May 05 –  Dec 05  French tutor, Academic Center for Excellence, University of North Florida.
May 03  Medical filing, St. Joseph’s medical practice, Albuquerque, NM.
Jan 02 – May 02  Reader, University of New Mexico.
Feb 02 – Mar 02  Director’s Assistant, Jewish Community Center of Greater Albuquerque.
Dec 01  Sales associate, The Body Shop.
May 01 – June 01  Preschool and Daycare Director’s Assistant (Volunteer), Jewish Community Center of Greater Albuquerque, NM.
Aug 99 – Dec 99 25 hours of volunteer service, Cherry Hills Library in Albuquerque, NM.
References
Upon request.
