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	Objective
	To gain a position as a general office clerk for a major corporation



	Professional Skills
	· Microsoft Word

· Microsoft Excel

· Typing ( 38 wpm)
	· Data Entry

· Order Processing

· Filing
	· Shredding

· Operating Systems Windows XP

	Education
	Office Skills Training Center

	
	The Arc of Prince George’s County, Largo, MD

(Certificate of Completion)                                                                                        6/2008

Philips School for Contemporary Education

8920 Whiskey Bottom Road, Laurel, MD

(Diploma)                                                                                                                  6/2001

	Employment Skills
	· Ability to enter data into computerized files

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

· Good filing and organizational skills

· Experience in handling confidential paperwork

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

	Employment History

                                            Retail Assistant, The Arc Thrift Store, Beltsville, MD                                      3/2009-present
                                            Research and price items for sale on online Ebay store

                                            Price, sort, and hang clothes for sale

                                            Design window and display cases



	
	Volunteer, Doctors Community Hospital, Lanham, MD                                     
Enter data into data base and sort records for various projects  

Collate and label pamphlets and fill into various other positions in the hospital as needed
Mail Handler, The Arc of Prince George’s  County, Largo, MD
	2/2008-6/2008

  7/2007-6/2008

	
	Collated, stuffed envelopes and attached labels to monthly contact mailing
	

	
	Stock Clerk, Toys-R-Us, Columbia, MD
Arranged toys on display shelves

Library Assistant, Prince George’s County Memorial Library, New Carrollton, MD
Arranged books in alphabetical and numerical order

	1/2001-3/2001

2000-2001


