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	Objective
	My objective is to be the best and the most efficient worker that I can be, all while providing good customer service to the public.

	Skills & Abilities
	Communication skills, Self-motivated, Responsible, Good computer skills, and the ability to be steadfast and get the job done correctly.

	Experience
	OfficE wORKER oAKLAND hIGH SCHOOL
2016-2017
My responsibilities were to make sure that I delivered notes and paperwork to a classroom in a timely manner, as well as answering the phone in the main office in a professional and mature style. I also had the duties of delivering the mail to our school’s annex when needed. I would help to organize paperwork and place mail in its proper location as well in the main office.
NATIONAL ART HONORS SOCIETY OAKLAND HIGH SCHOOL
2016-2017
Helped to organize and put together activities that would be held at the school. During our school’s homecoming, I helped with the designing of the banner and float we would be using to walk in the parade with.
CASHIER/STOCKER FAMILY VIDEO
June 20, 2017 – Aug. 20, 2017
During my time at Family Video, my responsibilities consisted of helping to stock any DVD rentals back on the shelves upon their return to the store. If a customer had a complaint or question about anything concerning the store, I was to make sure that I could help solve their problem to the best of my ability, as well as in a professional manner. Upon approaching the check out counter, any customer would be greeted as well as checked out in a timely fashion. While handling any money inside the cash register drawer, I was to make sure that I counted out the correct amount of change to be given back to the customer during the transaction, making no mistake in going over or under the amount shown to be given back to them on the computer screen. I helped to reface the store from time to time, which consisted of making sure DVDs, as well as video games, were in their proper places, and that the display case that was supposed to be in front of them was in its rightful place. If anyone were to call the store, I was to answer the phone and greet them by introducing myself and thanking them for calling Family Video. I would answer any questions they had, as well as tell them about any upcoming movies that we would be receiving to our store, if asked. At the end of my shift, I was also trusted to deliver a mid-shift deposit the bank after I clocked out.

	Education
	Oakland High School, 2225 PaTRIOT DR, MURFREESBORO, tn 37130
High school Diploma
My final GPA of high school was a 3.0. Throughout all four years, I took mostly honors courses and received mainly A’s and B’s on my report cards.

	Communication
	As an office worker, it was desired that you could communicate information and relay messages in a clear and effective fashion.

	
	In the art club, it was desired that you learned to work together as a team and be willing to compromise on ideas, so that the task or tasks at hand could be finished.

	
	At Family Video, it was expected that you could help any and every customer who entered the store. If they needed any help with finding a movie, it was your job as an employee to direct them, if not walk them to the place of where the movie they’re looking for is located.

	Leadership
	N/A

	References
	Daniel Wynne, assistant Coordinator
MTSU
615-542-6537

	
	jessica johnson, SCHOOL COUNSELOR
Eagleville School 9-12
615-904-6710 ext. 25904
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