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Objective
To obtain a challenging positioning where I can meet the challenges of demanding work environment, this can fully utilize my education, experience, and qualifications, also to further my education and to build a foundation for a stable career.
Experience
Colonial Volkswagen and Subaru
Receptionist or Information Clerk| 2009-2014
Answering questions from employees or public. Arrange teleconference calls. Distribute correspondence or mail. Examine files or documents.
Use telephone communication techniques, Use computers to enter, access or retrieve data.
Aviation Institute of Maintenance
Admission Representative| 2014-2018
· Manage and maintain schedules. Prepare invoices, reports, memos, letters, financial statements and other documents. File and retrieve corporate documents.
· Giving tours and handles all students paperwork. Responsible for having a certain number of students to enroll each class session.
REFERENCES AVALIABLE UPON REQUEST 

Education
Lincoln High|Bussiness Academy| 2001-2005|3201 Ryan Ave|Phila,Pa|
Awards and Acknowledgements
Excellent Communications Skills and Computer Skills.
Computer Skills: Windows, Microsoft, Excel, Zeus, Proficient keyboarding and communications.
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