	Job Seeker
6464 John Rolfe Way, Laurel, MD  20707
(813) 555-1212
jobseeker@hourlycareers.com

	OBJECTIVE

	
	A full-time position as a sales associate with a major retailer.

	PROFESSIONAL SKILLS

	
	· Excellent sales skills

· Able to work under pressure and multi-task
· Knowledge of and experience with mailroom procedures

· Excellent communication and writing skills

· Good filing and organizational skills

· Ability to take accurate phone messages and deliver messages promptly

· Good customer-relations background


	VOLUNTEER WORK

	
	Office Aide
	2009- Current

	
	Laurel High School, Laurel, MD
· Copy and collate all projects for teachers and administration.
· Successfully complete all jobs by time requested.
· Coordinate delivery of large projects.
· Covered phones in the front office.

· Took and delivered phone messages.

	
	Painter Apprentice
	2008-2009

	
	Laurel Community Center, Laurel, MD
· Painted Houses for elderly citizens in Laurel.
· Worked with adults in order to complete the painting.
· Assisted with the organization of volunteers for the project.

	EDUCATION

	
	Full-Time Student
	2008-Current

	
	West Laurel High School, Laurel, ID

Going into 11th grade Fall/09  GPA 3.5

Classes taken include Algebra I and II, Advanced Writing Composition, Conversational Spanish, Computer Applications, Office Aid.

References Available Upon Request


