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



	Professional Skills
	· Customer Service Skills

· Telephone Skills

· Filing

· Faxing


	· Typing (80 wpm)

· Microsoft Word

· Power Point

· Photo-copying
	· Data Entry

· 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 City, MD

(Certificate of Completion)                                                                                       6/2006

	Employment Skills
	· Excellent interpersonal skills and ability to interact with staff at all levels

· Good filling and organizational skills

· Ability to follow written and verbal instructions  

· Ability to take accurate phone messages and deliver messages promptly

· Ability to work well within a team or with external customers

· Ability to multi-task in a fast paced environment



	Employment History

	
	Receptionist Abilities Network/Epilepsy Foundation Silver Spring, MD                                          

Manage the front desk and answer the telephone (5 line system)

Office Assistant, Reading is Fundamental, Washington D.C.
Performs inventory checks and typed documents.

Sortes and assembled kits


	 10/2008-present     

 9/2007-present

	
	Volunteer, NASA Goddard Visitor Center, Greenbelt, MD

Made and sorted copies

Assisted with tours

Created signs for the Visitors center
 
	10/2006-2/2007

   

	
	
	


