Manhattan, Kansas 66502
G RACYN I—l E RZ e: glierz@ksu.edu
p: (785) 294-0702
w: linkedin.com/in/gracynlierz

EDUCATION

Bachelor of Science in Business Administration Anticipated: May 2027
Kansas State University | Manhattan, Kansas

o GPA 3.71/4.0

e Major: Marketing

e Minors & Certificates: Advertisement and Public Relations, Leadership, Professional Strategic Selling

e Study Abroad: Orvieto, Italy (Summer 2025) - coursework in Italian language, food & wine, and cultural immersion

EXPERIENCE

Office Assistant Jan 2025 - Present

Kansas State University- Student Success Center | Manhattan, Kansas

e Assist with scheduling appointments, maintaining office organization, and handling confidential student information

e Utilize Microsoft Office, KSIS, Navigate, Excel, and other software to manage data entry and maintain records

e Assist students in major and minor changes by guiding them through the required paperwork, ensuring accuracy, and forwarding forms to the
appropriate academic departments for processing

e Guide students on navigating academic resources and career development tools

e Greet and assist students, faculty, and visitors while providing accurate information or directing inquiries to the appropriate person or
department

Certified Nursing Assistant (CNA) Jun 2022 - Present
Nemaha Valley Community Hospital | Seneca, Kansas

e Deliver compassionate, hands-on care to patients, ensuring their comfort and safety, which contributes to improved patient satisfaction scores
by 20%

Assist patients with activities of daily living (ADLs) and mobility, leading to improved patient independence and satisfaction with care

Monitor patients' conditions, swiftly reporting changes to nursing staff, which facilitates timely interventions and improves patient outcomes
Set up and manage medical equipment as directed by the healthcare team, ensuring smooth operations and minimizing delays in patient care
Document patient care activities and observations in Cerner\Works, maintaining accurate and up-to-date records that support effective care
coordination and decision-making

Tour Operations and Logistics Internship May 2024 - Aug 2024

Coastal Helicopters | Juneau, Alaska

e Collaborated closely with the Logistics Coordinator, Operations Coordinator, Marketing Manager, and General Manager, contributing to the
seamless execution of daily operations and improving team efficiency

e Designed new training manuals and advertising materials using Canva, enhancing employee training processes and increasing marketing
material engagement

e \Xorked as a reservationist, dock representative, tour operations, dispatch, and tour attendant, contributing to the logistics and operations of
the tourism aspect of the company

e Processed and confirmed booking requests, maintaining 100% accuracy in customer information and improving reservation accuracy

e Resolved customer questions and concerns via phone, email, or in person, providing information about tours, schedules, and policies

e Assisted with data entry and management, such as maintaining records of passenger information and tour statistics

CAMPUS INVOLVEMENT

Member Aug 2024 - Present
Public Relations Student Society of America

e Participate in regular meetings to discuss PR strategies, share industry news, and network with peers

e Attend workshops or guest lectures to enhance skills and knowledge

Member Aug 2023 - Present
Women in Business

e Engage in activities focused on professional development, leadership, community engagement, career preparation, and personal growth

e Participate in networking events, conferences, and seminars designed to connect with professionals and alumni

e Contribute to community service projects or partnerships with local organizations to support women and businesses in the broader community

Member Aug 2023 - May 2024

Quest Honorary

e Selected to participate in an elite group of 36 freshmen involved in a range of activities designed to foster leadership, community engagement,
and personal development among first-year students

e Collaborated with fellow members to achieve the society's objectives, including promoting academic excellence, personal development, and
active citizenship

HONORS & AWARDS
Dean's List Fall 2023 - Present
Kansas State University

e Grade point average for the semester of 3.75 or above.



