	Resume #10

	Objective
	To obtain a receptionist position where I can use my computer and clerical skills.



	Professional Skills


	· Filling

· Faxing

· Data Entry

· Photocopying
	· Typing (40 wpm)

· Microsoft Word

· Shredding
	· Operating Systems Window XP

· Order Processing



	Education
	Office Skills Training Center

	
	The Arc of Prince George’s County, Temple Hills, MD

(Certificate of Completion)                                                                                      6/2009

Kennedy Krieger High School 

Baltimore, MD

(Diploma)                                                                                                                  6/2008                                                       

	Employment Skills
	· Good filling and organizational skills

· Ability to follow instructions and compete all jobs in a timely manner

· Experience in handing confidential paperwork

· Ability to take accurate phone messages and deliver messages promptly

· Ability to work well within a team



	Employment History

	
	Receptionist The Arc of Prince George’s  County, Largo, MD                                                  
Manage administrative office front desk 

Answer and transfer incoming calls 

Collate, stuff envelopes and attach labels to mailing
Cafeteria Aid, Kennedy Krieger High School, Baltimore, MD            

Delivered lunches to students

Organized silverware
	7/2008-present

10/2007-6/2008

	
	Toy Assistant, John Hopkins Children’s House, Baltimore, MD 
	  1/2006-6/2008

	
	Handed out lunch trays to children

Cleaned toys for day care children
Library Aid, Beltsville Library, Beltsville, MD
Arranged books in alphabetical and numerical order on shelves
	 1/2007- 3/2007


