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



	Professional Skills
	· Faxing

· Filing

· Telephone skills

· Photo-copying
	· Typing (38 wpm)

· Microsoft Word

· Customer Service Skills
	· Operating Systems Windows XP

· Data Entry

· Order Processing



	Education
	Office Skills Training Center

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

(Certificate of Completion)                                                                                6/2009

North Western High School

Hyattsville, MD 

(Certificate of Completion)                                                                                 6/2004                                                                              

	Employment Skills
	· Good filling and organizational skills

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

· Ability to multi-task in a fast paced environment

· Ability to follow written and verbal instructions

	Employment History

	
	Office Assistant, Developmental Disabilities Administration
Manage filing system for the entire office

Perform various administrative duties as needed

 Food Service Assistant, Popeye’s, Hyattsville, MD

Assist with the preparation of food

Clean and sanitize dining and kitchen area

Kitchen Helper, Janjer Enterprises  Inc., Silver Spring, MD 
Washed dishes and cleaned lobby
	8/2009-present

7/2004-present        

 3/2007-7/2007

	
	 
	   

	
	
	


