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	Karlee McDaniel

	Objective

	To secure a position utilizing my skills and experience in a positive and rewarding manner.

	Experience

	2013-2014
	Speedway
	Tiffin, OH

	CSR
Provide a positive shopping experience for all customers
Coordinate safety efforts for store
Daily tasks included: running cash register, stocking, cleaning, inventory control

	

	2009
	Liberty Tax Service
	Fremont, OH

	Tax Preparer
Interview customers
Prepare tax returns
Schedule appointments
Recruit customers

	

	2006
	Titan Plastics
	Clyde, OH

	Mold Operator
Monitor machines
Trim, clean, and package parts
Inventory parts
Clean work area

	

	2002-2003
	Calpine Corporation
	Fremont, OH

	Document Control Clerk
Answer telephone
Develop filing system for construction site documents
Scan paper documents into company specific electronic document repository
Maintain current construction drawing files
Organize company gatherings

	2000-2002
	Kelly Services
	Fremont, OH

	Various Temporary Clerical Positions
Answer telephone
Organize shipping orders
Data Entry for both shipping and inventory purposes
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	Education

	1999-2000
	Terra State College
	Fremont, OH

	Courses Completed
Technical Office Skills
Computerized Typing
Document Processing I & II
Computer Fundamentals
Professional Development
Office Procedures
Advanced Information Processing
Desktop Publishing

	References

	References are available on request.



