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



	Professional Skills
	· Filing

· Data Entry

· Order Processing
	· Typing (22 wpm)

· Microsoft Word

· Photo-copying
	· Operating Systems Windows XP

	Education
	Office Skills Training Center

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

(Certificate of Completion)                                                                                   6/2010

Kennedy Krieger High School

Baltimore, Maryland

(Diploma)                                                                                                             6/2005                                                                     

	Employment Skills
	· Good filling and organizational skills

· Ability to follow written and verbal instructions  

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

	Employment History

	
	Library Volunteer , Oxon Hill Library, Oxon Hill,  Maryland 
Arrange books in alphabetical order

Reshelf books in their proper places
Maintenance Engineer, Melwood, Upper Marlboro, Maryland 
Picked up trash

Loaded and unloaded furniture and tools from trucks
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