Francesca P. Palumbo 
16 Florida Avenue (631) 289-3137 
Medford, New York 11763 salzburg1756@aol.com
Objective 

To obtain a position with your office 

Experience 

1999-2001 St. Joseph College Patchogue, NY 


Administrative Assistant 
Assisted office manger 
Answer multi-line telephone 
Troubleshoot student staff, professors, and students requests 
Restock office 

1999-1999 Piano Outlet and Music Center Patchogue, NY 
Piano Instructor 
Taught children and adults to express their feelings through music 
Created and implemented programs that enabled both children and adults to master music very effortlessly. 

1999-1999 Burlington Coat Factory Patchogue, NY 
Customer Service 
Itemized merchandize for quick reference 
Assisted customers 
Assisted staff with every day store demands 
Answered telephone 
Restock juvenile section 

1996-1999 La Galleria Art Gallery Medford, NY 
Administrative Assistant 
Data entry 
Troubleshooting and processing customers requests 
Restocking and managing retail end of the art gallery 
Assisted staff with every day gallery demands 
Answered multi-line telephone 



Francesca P. Palumbo 
16 Florida Avenue (631) 289-3137 
Medford, New York 11763 salzburg1756@aol.com
Education 
2001-2005 St. Joseph College Patchogue, NY 
Bachelor of Arts in Speech Communication 

1996-1998 Patchogue-Medford High School Medford, NY 

Language skills 
English 
French 
Italian 
Latin 
Spanish 

Honors and Activities 
1997-1998 National Language Honor Society Patchogue-Medford H.S. 
1996-1998 Italian Honor Society Patchogue-Medford H.S. 
1996-1998 National Latin Competition Patchogue-Medford H.S. 

Skills 
Word 
Excel 
Access 
Powerpoint 
Adobe Photoshop 
AS400 

References 

Available upon request
