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	OBJECTIVE

	
	A position as a general office clerk for a major corporation

	Skills Profile

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

· Ability to take accurate phone messages and deliver messages promptly.

· Good filing and organizational skills. 

· Good customer-relations background.

	EMPLOYMENT HISTORY

	
	Office Assistant

Kennedy Center, Washington, DC

· Answer and transfer incoming calls

· Performed administrative and customer service duties
· Worked in the document center
· Notified employees when documents were completed.
Receptionist
	         1/2009-5/2009          

           2008-present

	
	The Arc of Prince George County, Largo, MD

· Manage administrative office front desk

· Answer and transfer incoming calls



	
	Sandwich Artist
	               2005-2006

	
	Subway, Clinton, MD

· Greeted and assisted customers with food orders.

· Cut, cleaned and prepared vegetables and meats.

	
	Daycare Assistant
	               2001-2002

	
	Kids In Motion, Clinton, MD

· Assisted with meals and outdoor and indoor play activities.

· Assisted with creative activities for the children.

· Read books to children at circle time.

	EDUCATION

	
	Diploma
	                      2006

	
	Surrattsville High School, Clinton, MD

Professional Skills

Microsoft Word, Publisher, Data Entry, Order Processing, Typing (15wpm), Telephone skills, Customer Service Skills, Filing, Faxing, Photo-copying and Sorting.



