Josephine R. Student
14 School Street
Bloomington IL 61704
(309) 555-5555

Objective:
Seeking full time employment with a growing company where my computer skills will be utilized

Education:
Bloomington High School		Diploma expected May 2009
1202 E. Locust Street
	Bloomington IL 61701
College preparatory and business classes including Accounting, Keyboarding, Computer Applications, Business Technology and Concepts 
GPA: 4.65 (on a 5.0 scale) 		Class Rank: 189 of 390
	
Experience:
Clerical Co-Op Trainee	State Farm		October 2008 – Present
File claims reports, distribute mail to desks of team members, answer telephones, take accurate messages, enter claims data into excel spreadsheet, keep inventory of office supplies and requisition additional supplies when needed, other duties as assigned by my supervisor
Sales				JCPenney		November 2008 – Present
Sales associate in shoe department making sure customers are treated with courtesy, respect and outstanding service.  Manage cash drawer, responsible for accurate accounting of sales and cash received, close department at end of shift
Paper Carrier	The Pantagraph		October 2006 – October 2008
Duties included delivering papers on time to over 250 homes weekdays and weekends

Skills:
	Outstanding verbal and written communication skills
Microsoft Office including Word, Excel, PowerPoint, Access and Publisher	
Type approximately 65PM
Proficient at Internet research
Excellent organizational skills
Dependable; good attendance and punctuality
Honest

Activities:
	Student Assistant for Guidance Department, 2008 - present
	Volunteer at Boys and Girls Club of Bloomington-Normal, 2006 - present
Bloomington-Normal Girl’s Hockey – 2007– Present
									
References on request
