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QUALIFICATIONS SUMMARY
         Organization, time management, and planning skills.
         Great verbal and written communication abilities.
         Able to learn quickly and work well in groups.
         Received admin training from the U.S. Army Adjutant General school.
         Work well in stressful environments.
 
PROFESSIONAL EXPERIENCE
Cycle Nation                                                                                        McDonough, GA
Salesperson                                                                                          2014-2014
 
         Greeted and inquired about customer preference to better assist in proper purchase.
         Maintained a constant presence on sales floor for browsing customers.
         Maintained proficiency and knowledge of all floor inventory to answer any questions from customers.
         Updated and managed incoming inventory on company’s website.
 
Henry County Police Department                                                        McDonough, GA
Community Service Officer                                                                 2004-2006
 
         Directed traffic
         Answered non-emergency service calls
         Entered traffic citations
         Managed property and evidence
 
U.S. Army                                                                                           Fort McPherson, GA
Personnel Administrative Specialist                                                     2000-2003
 
         Performed multiple computer operations in data system.
         Maintained, processed, and tracked assignments.
         As unit mail clerk, sent and recieved certified and registered mail; along with bulk loads.
         As the unit Awards clerk, processed and routed letters and awards certificates.
 
EDUCATION
         2006 Associates Degree in Liberal Arts, Saint Leo University  
         2016 Bachelor of Science in Psychology with a concentration in Addictions
 
 
ADDITIONAL SKILLS
         Microsoft programs
         Multiple line phone systems
         Printers, Copiers, and fax machines

