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      Cheryl D

      
        Clerical Receptionist
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Word Processor or Typist
          	
            Location:

            
              Nashua, MT
            
          	
            Education Level:

            Trade School
          	
          Will Relocate:

          No
        


  

  






  Description

  
    I have over 5 years experience in the clerical and receptionist field.  I feel that that experience is a good beginning for a career in any company.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	MSI	

				(Confidential)

				3/2007 - 5/2007
	Ikon Office Solutions	

				(Confidential)

				11/2006 - 2/2007
	Administaff Corporation	

				(Confidential)

				2/2000 - 2/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Wastenaw Community College	General Education Degree	2006	
              
                High School/GED Degree
              
            
	Avalon Vocational Technical Institute	Legal Secretary Certificate	1996	
              
                Trade School Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Technology Solutions	
	Sales Support	


    

    
  

  

  

  
    

    Responsibilities

    
      Receptionist, Customer Service, Data Entry Coordinator
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