Mallary Whittaker
695 Woodridge Drive South 
Chaska, MN 55318
mallary.whittaker@yahoo.com
(952) 215-4003

OBJECTIVE

· Seeking a position as an Administrative Assistant, where I can utilize my skills and assist staff by providing support services. 

EDUCATION

· Associates Degree in Paralegal - 2013						
Rasmussen College, Bloomington MN


[bookmark: _GoBack]SKILLS

· Ability to work well with moderate supervision.
· Experience with Microsoft Office (Word, Excel, PowerPoint, Outlook, Access)
· Organizational and analytical skills.
· Communication skills.


WORK EXPERIENCE

Nanny										Winter 2011- Present
Josh and Jennifer Logan
· Care for children


Office Assistant 							       Summer 2008 – Fall 2011
A&R Concrete, Chaska MN
· Assisted with payroll, filing paperwork, data entry and paid bills. 

Beverage Cart Attendant					       Summer 2008 and Summer 2009
Bluff Creek Golf Course
· Served golfers with beverages and food.


REFERENCES 

Available upon request. 
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