Resume # 7
OBJECTIVE

       To work as a daycare assistant.

SKILLS PROFILE

· Baby-sits small children.

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

· Good filing and organizational skills.

· Experience in handling confidential paperwork.

· Ability to follow written and verbal instructions.

· Ability to input data into computerized files.

EMPLOYMENT HISTORY                                                                                      

     Mail Handler                                                                                                               2008-2009

     Rehabilitation Opportunities Inc., Lanham, MD 

· Sorted and filed papers

· Collated and stuffed envelopes

      Custodian                                                                                                                   2003-2004    
      Melwood, Upper Marlboro, MD

· Cleaned bathrooms.

· Cleaned and buffed floors

· Dusted and polished furniture
EDUCATION

       Office Skills Training Center                                                    


  6/2010
       The Arc of Prince George’s County, Temple Hills, MD

       Diploma
                      2002
 Parkdale High School, Riverdale, MD

SKILLS

       Microsoft Word, Data Entry, Filing, Sorting, Typing, Faxing, Copying

