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



	Professional Skills
	· Customer Service Skills

· Telephone Skills

· Filling

· Faxing

· Data Entry


	· Typing (22 wpm)

· Microsoft Word

· Microsoft Excel

· Photo-copying

· Microsoft Publisher
	· Operating Systems Window XP

· Order Processing

· Operate Touch Screen Cash Register



	Education
	Office Skills Training Center

	
	The Arc of Prince George’s County, Largo MD

(Certificate of Completion)                                                                                      6/2008

The Foundation High School 

1330 McCormick Drive, largo, MD

(Diploma)                                                                                                                  6/2004

	Employment Skills
	· Good filling and organizational skills

· Maintain excellent customer relations and develop customer rapport

· Ability to follow written and verbal instructions

· Ability to multi-task in a fast paced environment

· Excellent interpersonal skill and ability to interact with staff at all levels

· Ability to take accurate phone messages and deliver messages promptly

· Experience in handling cash

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



	Employment History

	
	Cashier/ Food Handler, McDonalds, Largo, MD

Greet and assist customers with purchases, assist with inventory, operate touch screen cash register, assist with sanitation of work area and operate drive-through window
	5/2007-present

	
	Receptionist/Mail Handler, The Ac of Prince George’s County, Largo, MD
Manage administrative office front desk 

Ability to answer and transfer incoming calls 

Collate, stuff envelopes and attach labels to monthly contract mailing 
	7/2007-present

	
	Cashier/Clerk, Macy’s, Springfield, VA & Pentagon City, VA
Operated cash register, re-racked and organized clothing on racks

	12/2005 & 12/2006




