Resume # 8
OBJECTIVE

       To use my outstanding administrative, interpersonal skills to obtain an administrative position.

SKILLS PROFILE

· Excellent verbal communication skills

· 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.

· Experience in handling cash.

EMPLOYMENT HISTORY

    Office Assistant

   The Arc of Prince George’s County, Largo, MD                                                          2/2010- current

· Managed administrative office front desk
· Answered and transferred incoming calls (multi-line system)
     Cashier                                                                                                                  7/2003-5/2006

     Burger King, Bowie, MD

· Greeted and assisted customers with purchases

· Operated touch screen cash register

· Assisted with sanitation of work area

· Maintained customer relations
      Courtesy Clerk                                                                                                    10/2006-7/2007
      Safeway, Bowie, MD

· Assisted customers to their cars and with product location

· Bagged customer’s orders

· Retuned merchandise to store shelves
· Assisted with sanitation of work area

EDUCATION

      Office Skills Training Program, The Arc, Temple Hills, MD                                                      2010

       Diploma
                      2001
 Phillips High School, Laurel, MD

KEY WORDS

       Microsoft Word, Data Entry, Filing, Sorting, Typing (13 wpm), Faxing, Copying

