JANIKA CAIN

1047 Cliff White Rd, 

                     

  
     cnika83@gmail.com    Columbia, TN 38401






    678.982.0087

PERSONAL PROFILE
· 6 years of customer service and administrative experience, professional coordinating and event planning experience, basic knowledge of Microfinance

· Self-motivated and self-directed, detailed oriented multi-task and leadership skills, teamwork oriented, high level of professionalism and excellent work ethic

· Workplace skills: Windows and Mac operating systems, Microsoft Office & Publisher, QuickBooks, type 50 wpm and familiar with Adobe Photoshop & Adobe Illustrator
EDUCATION

Georgia State University, Andrew Young School of Policy, Atlanta GA


December 2008

Bachelor of Arts, Economics and Minor in Spanish - GPA 3.3 

RELEVANT COURSE PREPARATION

	Money, Banking & Financial Markets 

International Finance

International Trade
	Economy of South Africa 

Economics of Cities/Development 

Economics of Public and Poverty
	International Relations                    

Spanish (intermediate level) UNCDF Microfinance 



WORK EXPERIENCE

JHC Advertising & Supply, Inc, Summertown, TN




          2/10-4/10
Systems Management Coordinator –Interim contractor 

· Managed, processed, & generated company purchase orders & invoices 

· Approved & processed proofs between clients & graphic departments

· Help moved company & management to 21st century streamlined technology

· Coordinator for sales reps, manufacturers & owners

T.T.G International Consulting, Atlanta, GA 


                                              6/09-4/10

Importing Logistics & Administration 

· Negotiated pricing, coordinated bookings and custom clearance with freight forwarder

· Account manager & operation analyst; created price sheets and regulated purchase order protocol, handled accounts payable and maintained bookkeeping for company expenses

· Assisted with start-up, acquired operating programs and facilitated operations for a new distribution warehouse

Chihade International, Inc., Atlanta, GA





          
       8/08-5/09 

Exporting Logistics

· Created proforma invoice, commercial invoice, load lists and 

· Coordinated & scheduled product delivery and departure specifications between supplier, warehouse, freight forwarder and clients

· Account manager, handled purchase orders and accounts payable for products from suppliers, administered export documentation and managed labeling department for products

Georgia State Department of Agriculture, International Trade, Atlanta, GA

          3/08-7/08 

Intern

· Assisted with consulting companies in order to penetrate foreign markets

· Coordinated export opportunities & delegate visitations in the U.S.A.

· Recruited companies to attend Trade Missions and Reverse Trade Mission (RTMs) 

· Researched and developed exporting packets for buyers and seller 

· Designed & Created monthly marketing update for exporting companies 

AWARDS & RECOGNITIONS

· Hope Scholarship
· Dean’s List 
· Omicron Delta Epsilon- International Honor Society for Economics
VOLUNTEER EXPERIENCE, COMMUNITY SERVICE & LEADERSHIP 

· Grameen Foundation, Bankers without Borders- researcher for CRM project with the IT division
· TALICA (Teaching and Learning Initiative for Central America) fundraising
· Gulu Walk- An origination that brings international awareness about the civil unrest in Gulu, UG






