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OBJECTIVE

To obtain a full-time clerical position that uses my excellent organizational, customer service , & accuracy abilities with opportunity to gain new skills 
ATTRIBUTES

· Organized, plans ahead, very accurate, observant, pays attention to details

· Punctual, hard worker, teachable, team player, very dependable, and excellent attendance

· Very easy going, handles stress well, patient, steady, consistent, cooperative, &

gets along well with people

SKILL SUMMARY

Computer: Windows ‘98, Word Perfect, Internet

Cashier: Operate/balance electronic cash register drawer

Phones: Answer phones in courteous professional manner, accurate messages

Press Operator: Operate punch presses, grinders; press toys together, package toy parts

Customer Service: Outstanding at establishing common ground//trust with customers & providing quality service above customer expectations, effective at resolving complaints
EXPERIENCE

Cashier, Burger King, Ashland, Ohio                                                                         11/98 - 12/98    
Bakery/Deli Clerk, Mill Brothers Grocery, Lodi, Ohio
                                          1/93 - 4/93        
Press Operator, ABC Plastics, Lodi, Ohio
                                                                  9/92 - 1/93        
MILITARY
Service Branch, Rank, Job Title, # years – Honorable Discharge (if you have it)

Medals/Awards:

EDUCATION

North Central State College, Mansfield, Ohio                                                        9/99 – Present  

Major: Office Administration

Medina City  Schools, Lodi, Ohio
    
Received G.E.D.
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