A # 6283.4


Objective
An administrative support position in the Social Service field.

Summary
A seasoned professional with extensive administrative support experience in diverse fast paced service environments.

Skills & Qualifications
Microsoft Word

Typing 45 WPM

Power-Point
Customer Service

Excel



Proofreading

Access

Multi-line Telephones

Copying



Business letters

Faxing

Business Math

Inventory


Scheduling


Filing


Relevant Experience




Cincinnati State Technical & Community College                                



    2004 To 2006

                             Distribution Center
Cincinnati, OH

                        Cashier

                        Receptionist/Assistant
                             St. Aloysis 
2005
                        Assistant to Psychologist
Cincinnati, OH
                             DF Electronics
2001 To 2002
                        Secretary/Chemical Mixer for electronic chips
Wyoming, OH

                        Robert Joseph Company
2000 To 2001
                        Administrative Assistant
Cincinnati, OH


Other Experience

 The Drake Center








1996 To 2000

Certified Nursing Assistant






            Cincinnati, OH

Dependable Staffing








1994 To 1996

Certified Nursing Assistant






            Cincinnati, OH

Brian Center








1984 To 1992

Certified Nursing Assistant Team Leader





Fincastle, VA

Education
Cincinnati State Technical and Community College




   

Associate of Arts Degree






           Cincinnati, OH
Social Worker - minor






             
              
References Available Upon Request

