Darko Osman

615-668-6543

darko.s.osman@vanderbilt.edu

OBJECTIVE

Dedicated, hardworking individual looking for an opportunity to support business operations and grow as a professional.
SKILSS
· Organized

· Hardworking

· Collating, filing, assembling

· Good communicator

· Responsible

· Good memory
EDUCATION

Vanderbilt University, Nashville, TN
Next Steps Program, Certificate of Completion – Class of 2020
Glencliff High School, Nashville, TN

Class of 2013
WORK EXPERIENCES 

Scarritt Bennett Center
Intern, August 2019-Present

· Assembled packets and folders of information for guests

· Organized and entered email addresses into excel in alphabetical order
· Assisted in evaluating the company’s website for accessibility issues with JAWs software

Vanderbilt University Medical Center – Human Resources Department

Intern, August 2019-Present

· Assembled packets and supplies for new hires

The Department of Economic and Community Development



      
Tennessee Government Intern, January 2019-April 2019
· Planned and delivered a presentation for an Employment First meeting
· Researched current employment trends for individuals with disabilities
The Wond’ry at Vanderbilt University                                                                                                               
Student Ambassador, January 2018-December 2018
· Managed student ambassador tasks including greeting guests, giving tours , cleaning office areas, and stocking the office fridge for all employees

· Assisted with leading a Dinner in the Dark event

Human and Organizational Development Office at Vanderbilt University                                                               Intern, September 2017-December 2017
· Organized and sorted learning materials and supply bins
· Stapled, copied, and laminated materials to assemble welcome packets
Owen Graduate School of Management
Intern, January 2017-April 2017
· Conducted inventory of supplies, assembled packets, and help set-up for events
· Entered data into excel
The Holiday Inn at Vanderbilt
Intern, 2015-2016
· Performed office work tasks, worked in the restaurant, performed housekeeping tasks, and assembled materials
