	
	


Resume # 6

	Objective
	To obtain an entry level position with the ability to advance from within.

	Education
	Office Skills Training Program, The Arc                                     [2010]
Certificate of Completion

The Harbor School           Annapolis, MD                                   [2005]         

Diploma 

	Professional skills

Work experience
	· Filing                   ●   Typing (13 wpm)
· Faxing                ●    Photocopying        
· Data Entry          ●    Microsoft Word, Excel, Publisher, P. Point           
The Kennedy Center                     Washington, DC   [Jan 2010- May 2010]

Experimental Education Initiative Intern

· Worked in the document center

· Performed administrative duties 

The Arc of Prince George's County       Temple Hills, MD         [2008-2009]                           

Maintenance Engineer

· Removed trash 

· Delivered Newspapers

Ann Arundel County Public Library         Annapolis, MD           [2004-2005]

Finishing Clerk

· Applied labels and property stamps to library materials

Happy Tails Pet Resort      Crownsville, MD                              [2003-2004]               

Kennel Assistant

· Walked the dogs as needed

· Cleaned kennels

Piccadilly’s                            Annapolis, MD                               [2001-2002]

Food Preparation assistant

· Prepared food for the cooks and sanitized work area



	
	


