
	Sumayah robinson
Cell Phone: 215.5312.2497 Home Phone: 215.271.2985
Sumayahrobinson18@gmail.com 



[bookmark: _GoBack]obJECTVE:  seeking an oprotunity to prove efficiency and unsuprassed work ethic within a challenging and benefical receptionist position. 


Experience
	september 2016 – june 2018
Receptionist, Bani Ibrahim 1817 s 23rd street philadlephia pa, 19145
During my time at Bani Ibrahim I accumulated skills such as book keeping and answering phone calls from parents.  My duties also included answering questions and giving closure to any concerns parents had regarding the school, staff and children. I also redirected call so that parents could receive the best answers to all there questions and or concerns. 

	


Education
	september 2018 – current 
business general, Community college of phialdelphia 
1700 spring garden street philadlephia pa 19130

	september 2017 – june 2018 
High school diploma, Commonwealth charter academy
online homeshcooling program



Skills
	Exceptional communication skills 
Adaptive to new technology and applications
Basic Arabic, sign language and Latin.  
	Proficient in Microsoft word, PowerPoint  (excel)
Advanced  in typing and book keeping and appointments  
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