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Camden, NJ 08103
msshirltrout35@gmail.com
(856)426-4266

Skills:  Filing, Data Entry, Microsoft Office, Organizational Skills, Outlook, Billing, Clerical, Microsoft Word, Scheduling, Inventory
Education:
Grand Canyon University - Phoenix, AZ
Major: Psychology 
2010 - 2011 

Delaware County Community College - Media, PA
Major: Education 
2004 - 2009
 
Camden High School - Camden, NJ
College Prep-Diploma 
1994

Work Experience: 
Camden Board of Education - Camden, NJ
Paraprofessional 
September 2006 to Present 
• Work closely with special needs children and assist the teacher with classroom duties • Assist the teacher with classroom instruction, class management and reinforcement of skills • Typing letters to parents, filing student information, typing progress reports/fliers/class newsletters and entering info using the computer, I have also assisted the guidance counselor in preparing and filing cumulative folders
 
Wells Fargo/Wachovia Bank, N.A - Camden, NJ 
Teller
July 2006 to August 2006 
• Assist customers by providing them with check cashing, loan payments, cashier checks and money orders as well as processing mortgage payments and credit card payments • Worked with the teller line to maintain efficiency in order to serve customers better
  
Northwestern Human Services - Sharon Hill, PA 
Medical Records File Clerk
March 2006 to June 2006 
• Helped the department to run efficiently and smoothly by making sure client charts were updated • Made sure client files were taken to the correct departments • Temporary position 

LPM Parts and Services - Philadelphia, PA 
Office Assistant/Secretary
July 2005 to March 2006 
• Worked with the Microsoft Office Suite • Prepared invoices and bills for parts and work completed • Maintained records of clients and filed them accordingly • Responsible for answering phones, copying, faxing, using the POS (point of sale) machine and working on the internet. 
