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OBJECTIVE

	An entry level position in the Computer User Support or Networking field which will utilize my education and customer service skills to increase my knowledge base and strengthen the effectiveness of the IT department in a local organization.



	EDUCATION

	Associate of Applied Science Degree in Computer Information Systems- User Support    December 2008

Sinclair Community College, Dayton Ohio

·  CompTIA  A+ Certification    December 2008



	Skills Profile

	· Ability to multitask and remain calm under pressure

· Experience in handling confidential paperwork

· Excellent customer relations background

· Experience assembling and repairing the inner workings of laptop and desktop PC’s

· Installation, configuration, upgrading, and troubleshooting of desktop hardware, software 
systems and peripherals.

· Experience working with Windows Vista, XP, ME, 2000, 98, and 95 and Microsoft Office (1997, 2000, 2003, 2007)

	Employment History

	Shelley Cleaning Service (Sole Proprietor) contracted by Oberer Realty 
	8/2011 — Present

	Centerville, OH

· Submitted proposal to Richard Flagel Realty for cleaning job at the Interstate Executive Center in Centerville Ohio

· Acquired liability insurance for job and opened business checking account.

· Work includes sweeping, mopping, and vacuuming of all building entrances and hallways, as well as cleaning of windows and hand rails in stairways.

· Job is a self-managed , after hours contract which is renewed every 30 days

	Cashier / Production / Certified Trainer – Panera Bread
	2/2008 — 12/20011

	Centerville,OH

· Took orders at the cash register, packaged bakery items, assisted customers face to face and on the phone

· Trained new employees in all areas

· Awarded for outperforming for pay grade

· Awarded for high ranking in staff evaluation

	Swiss Lathe Operator – Norwood Tool Company
	5/2007 — 9/2008

	Dayton, OH

· Accurately performed precision carvings on tools for medical use

· Suggested new ideas on machine performances, which reduced errors and increased timely delivery


