	Resume #1

	OBJECTIVE

	
	To gain a position as a general office clerk for a major corporation in the arts and humanities field.

	SKILLS PROFILE

	
	· Ability to operate Bizhub C250 copier

· Good filing and organizational skills

· Experience in handling confidential paperwork

· Ability to multitask 

Good customer-relations background

	EMPLOYMENT HISTORY

	
	Mail Preparation & Handling
	7/2006-6/2007

	
	The Arc of Prince George’s County, Largo, MD
· Complete bi-weekly contract mailing, by collating contents, stuffing envelopes and attaching labels

· Successfully complete all jobs in a timely manner.

· Copy, collate and file projects for the main office and training center.

· Shred confidential paper work   

	
	Data Entry
	2006-current

	
	The Arc of Prince George’s County, Largo, MD
· Input data to computerized files

· Familiar with alpha-numeric key pad 

· Sort, weigh, and stamp outgoing mail

	
	Warehouse Clerk
	2001-2006

	
	Rehabilitation Opportunities, Inc., Lanham, MD
 .  Successfully operated shrink-wrap machine.

 .  Handled transfer of goods from delivery trucks to warehouse.

 .  Successfully collated, labeled and stuffed envelopes. 

	EDUCATION

	
	Office Skills Training Center                                    Graduation  
The Arc of Prince George’s County, Largo, MD 

(Certificate of completion)

Prince George’s Community College, Largo, MD                                                           
(Ongoing Math, Reading And Computer Classes) 

                                                                                                                        
	6/2007

           2000-present

          

	
	Parkdale High School, Riverdale, MD                                                                              1990

Diploma

Computer Skills

Microsoft Word, Excel, Data Entry, Order Processing, Operating Systems Windows XP 

                                                                         


