	Resume #3

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



	Professional Skills
	· Customer Service Skills

· Filing

· Faxing


	· Typing (10 wpm)

· Microsoft Word

· Microsoft Excel

· Shredding
	· Operating Systems Window XP

· Order Processing

· Data Entry



	Education
	Office Skills Training Center

	
	The Arc of Prince George’s County, Largo MD

(Certificate of Completion)                                                                                        6/2008

Surrattsville High School

6101 Garden Drive, Clinton, MD. 20735

(Certificate of Completion)                                                                                        6/1999

	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 operate Bizhub C250 copier 

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



	Employment History

	
	Volunteer, Doctors Community Hospital, Lanham, MD                                     
Collate and label pamphlets and fill into various other positions in the hospital as needed

Receptionist/Mail Handler, The Arc of Prince George’s County, Largo                                         

Managed administrative office front desk

Answered incoming calls and directed them appropriately    

Collated, stuffed envelopes and attached labels to monthly contract mailing

Dining Hall Attendant, University of Maryland, College Park, MD.  

Swept floors, Cleaned tables, and replenished condiment and other service containers.
	  2/2008-5/2008

8/2007-6/2008

  8/2007-5/2008

	
	Janitor, Chimes Inc., Washington D.C.

Vacuumed office floors

Emptied trash from all work cubicles

 
	2003-2007

	
	Dining Hall Attendant, Pentagon, Washington D.C.
Cleaned cafeteria tables and arranged chairs to facilitate cleaning.


	         2001-2002




