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	Objective
	
	[bookmark: _GoBack]My objective is to represent the company I work for to the fullest, bringing new and creative ideas to the company, striving for perfection, and assist with being a leader and fulfil any goals and tasks at hand. I will also be ready to work on time and full of ambition and drive to get the job done.

	Skills & Abilities
	
	My skills and abilities consist of being a hardworker, having excellent work ethic, and ambition and drive to learn new skills and to add to the overall excellence of the company I work for. I am great a team player, always willing to help wherever needed to achieve the task at hand in a timely and effective manner. I am a very friendly person, who gets along with co-workers, management, and customers very easily. I have front office and reception skills for managing filing, phone calls, personal files, and programs such as CampusVue and Advantage. 

	Experience
	
	Registrar Assistant, Delta Technical College
May 2012-July 2014
As the Registrar assistant, I occasionally worked front desk as receptionist, answered phones in the Registrar's office, attended to student questions and needs, processed transcript requests, organized and filed student and staff paperwork, organized student grades and attendance as well as entering grades and attendance into system. I also ran errands for all staff and faculty. 
 

	Education
	
	Veritas Classical School- Horn Lake, MS.                                   
December 2012
Graduated Veritas Classical School with a 3.94 GPA.
Northwest Mississippi Community College- Southaven, MS 
August 2012- May 2014
I attended NWCC for two years, after completing 41 credit hours, and leaving with a 3.64 GPA. I was a Physical Therapy major and recently transferred to University of Colorado Denver as a Biology major.

	Communication
	
	I’m very strong in communication, precise and clear with my words, strong at connecting with customers and other co-workers. 

	Leadership
	
	I am a natural leader, whether it be in small groups or larger groups. I like to take control of situations and projects. I gave private piano lessons in my home for two years as a high school student and coached co-ed soccer for 3rd and 4th graders as well.
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