
AIMEE C GARZA 
administrative assistant � graphic designer 

 
 

SOFTWARE 
 

Adobe Photoshop CS5 
Adobe InDesign CS5 
Adobe Illustrator CS6 
Adobe Lightroom 3 
Dreamweaver CS5 
MS Word 
MS PowerPoint 
MS Excel 
PC + Mac Literate 
 
 
EDUCATION 
 

Currently Attaining 
Associate in Arts 
Ohlone College 
Expected 2015 
 
Graphic Design 
Program Certificate 
Mission Valley ROP, 2001 
 
High School Diploma 
Cross Roads High, 1997 
 
 
COMMUNITY 
 

SF Food Bank 
February 2013  
 
 
CONTACT 
 

41246 Mission Blvd. 
Fremont, CA 94539 
408.832.8553 
acgarza@stanford.edu 

 

PROFESSIONAL EXPERIENCE 
 
LAB SERV. COORDINATOR � STANFORD UNIV. BIOCHEMISTRY 
MARCH 2014 to present 
 

Primarily responsible for the smooth operation of the Biochemistry department 
stockroom. Provide specific support in the following functional areas: 
department website maintainer, purchasing, receiving, property administration, 
building access and department website. Duties include: purchase lab 
supplies, receive and track orders, set up blanket orders, assist in 
coordination of service contracts. Also serves as the PCard and Travel 
administrator. Periodically provide graphic design services for department. 
 
ADMINISTRATIVE ASSOCIATE � STANFORD UNIV. BIOCHEMISTRY 
NOVEMBER 2011 to MARCH 2014 
 

Provided administrative support to four faculty members, the DFA and the 
Associate DFA. Maintained office and administrative support for the day-to-
day operations. Received and directed visitors, screened calls, sorted and 
distributed office mail, processed Oracle T&R/petty cash reimbursements, 
coordinated and organized meetings/special events, maintained office files, 
and routinely ensured the department website was updated. Graphic Design 
strengths were frequently utilized. 
 
JR. GRAPHIC DESIGNER � TMEOW, INC. 
FEBRUARY 2010 to DECEMBER 2012 
 

Successfully translated subject matter into concrete designs for promotional 
materials, from concept through completion. Created visual presentations for 
internal and external clients and demonstrated the ability to convey data 
through graphic elements such as charts, graphs, maps, tables and text. 
 
PARISH ADMINISTRATOR � ST. JAMES’ EPISCOPAL CHURH 
DECEMBER 2010 to JANUARY 2012 
 

Supported Rev. Lori Walton along with completing all administrative and office 
support activities efficiently. Screened incoming calls and assisted all parish 
visitors. Designed Parish’s weekly web campaigns, as well as, redesigned an 
array of office forms for more efficiency. Maintained the Parish calendar, the 
monthly news bulletin and all office supplies. 
 
VISUAL CONTENT ARTIST � SWIMOUTLET.COM 
FEBRUARY 2008 to DECEMBER 2010 
 

Ensured that each product image that was uploaded to retail website was 
presented both visually and professionally, pleasing to the eye, and free of 
imperfections. Additionally, responsible for product photography; both table 
top and with contracted models. Collaborated with other team members and 
buyers to assist with photo interpretation, digital image manipulation and color 
correction in order to convey the desired final image effect. 
 
PRODUCTION ASSISTANT � STREIT PRODUCTIONS 
OCTOBER 2007 to JANUARY 2008 
 

Worked directly with producer/director on documentary film "Merritt College: 
Home of the Black Panthers". Escorted interviewees; assisted with the 
unloading and loading of equipment, as well as assisted with the set up of the 
lighting equipment and camera equipment. Successfully transcribed 
interviews for documentary. 
 
 



 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADMINISTRATIVE ASSISTANT � ALFRED A. DING, D.D.S., M.S. 
MARCH 2001 to OCTOBER 2007 
 

Supported Dr. Alfred Ding, as well as designed and updated old business 
forms. Maintained office calendar, office supplies, coordinated patient 
appointments, archived and transmitted office data, and printed daily itinerary. 
Regularly checked patient insurance, prepared patient surgery forms, posted 
insurance payments and processed all reimbursements. In addition to the 
administrative duties, I also assisted in surgery and helped room patients as 
needed. 

	  


