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 Skills
	
	

	
	Volunteer
Vocational Program in Early Childhood Care & Education

	
	Microsoft
Proficient in Word, Excel and PowerPoint, Google Docs, Quickbooks, Expensewatch

[bookmark: _GoBack]Organizational
· Ability to work closely with others in a fast pace environment
· Maintain an organized and efficient workspace
· Excellent time management skills and ability to multi-task and prioritize work


Experience
	
	

	04/15- Present
	Filing Clerk, AMC Health Inc.
Data entry tasks include update, maintain, and retrieve information held on a computer system.
Prepare and review expense reports.
Manage a record keeping filing system that is accessible.
Manage small projects in MS Excel.
Perform a variety of clerical tasks including filing, faxing, copying, and scanning documents.
Perform additional duties as assigned.

	05/09-09/14
	Teller, Cash Time & Pay-o-matic Check Cashing
Explained, promoted, and sold products and services, such as money orders and prepaid debit cards.
Received and disbursed money and kept records of money and negotiable instruments involved in financial transactions.
Transferred funds through Western Union to 60 or more customers per day.
Balanced currency and checks in cash drawer at the end of shift.
Set up new customer accounts.

	01/05-04/13
	Childcare Provider, YMS Management
Prepared, and served nutritious meals and snacks on a daily basis.
Provided assistance to children range from the infancy to 13 years old.
Assisted children with homework assignments.

	12/06-05/09
	Film Crew Member/Supervisor, American Multi-Cinema
Managed a team of 3 to 10 film crew members and scheduled breaks.
Comfortable communicating and working with guests and peers by being friendly.
Deal directly with customers either by telephone and face to face.
Handled and resolved customer complaints.



EDUCATION	
	
	

	01/13-06/15
	Bachelors of Business Administration in Business Management, Minor: Communication Studies, Zicklin School of Business, Baruch College
Work-Study, Registrar Office (09/14-12/14)
· Reviewed and screened a variety of applications.
· Updated and maintained an alphabetized filing system.
· Returned emails and distributed messages to the appropriate office personnel.

	08/10-01/13
	Associates of Arts in Business Administration, Borough of Manhattan Community College
Leadership Experience, mentored a student in Math by meeting one-on-one twice per week and by telephone 3 times per week (06/2012)
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