Oralee J. Freeman(Ingraham)
Po Box 40550 Denver, CO 80204
501-262-8329 or 501-802-6376
oraleefreeman@gmail.com
	
OBJECTIVE:
Seeking a position where typing skills, a strong sense of responsibility, accuracy in handling detail, and an outgoing personality will be assets.

SKILLS & ABILITIES:	
Bilingual-English/Spanish-Speak/Read/Write
Reliable and adaptable
Learn new systems quickly
Hard worker 
Type 55WPM
10-key 
Word/Excel/PowerPoint/Access
Multi-line phone skills
Proper telephone etiquette
Polite & pleasant phone voice
Excellent customer service skills

Greet the public
Serve as an interpreter
Use pc, copy, fax machines
Data entry & typing
Schedule appointments
Sort & distribute mail
Effective record keeping
Alpha/Numerical filing
Maintain file system
Train new employees
Account receivable
Accounts payable
[bookmark: _GoBack]Make weekly travel arrangements
Utilize purchase orders
Implement mail merge
Optimize office efficiency
Graphic design
Organize community events



WORK EXPERIENCE:
06/13-04/14	 Crew Trainer			McDonalds- Malvern, AR

08/11- 06/13	 Agent 				Sykes Enterprises-Malvern, AR

11/09-12-10	 Cashier				Rainbow Food Mart-Jones Mill, AR

07/09-11-09 	Cashier				Wal-Mart-Malvern, AR

02/09-05/09	 Customer Service Rep		Accent-Hot Springs, AR

06/07-09/07	 Crew Member			McDonalds-Hot Springs, AR

02/07-03/07	Bakery Associate			Wal-Mart#261-Hot Springs, AR

06/05-04/06 	Front Desk Clerk 			Sunbay Resort-Hot Springs, AR

12/01- 10/03 	Bilingual Receptionist		Kern County Offices-Bakersfield/Lamont, CA

11/97-08/99	Receptionist/Office Manager	X-Press Financial Consulting Firm- Bakersfield, CA

10/96-11/97 	Bilingual Receptionist		Kern County Offices-Bakersfield, CA


EDUCATION:

Bakersfield Adult School
Bakersfield, CA
GED

MAOF
Bakersfield, CA
Medical Office Worker Diploma

Condie Junior College
Campbell, CA
Word Processing Specialist Diploma
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PROFESSIONAL REFERENCES:


Randa Phipps
Store Manager
337 E Page Avenue
Malvern, AR 72104
501-332-3100

Jeremiah Brown
Team Manager
1601 MLK BLVD
Malvern, AR 72104
870-828-0943 Cell
501-701-5300 Work

Judy Williams
Office Manager
4810 Central Avenue	
Hot Springs, AR 71913
501-525-4691

Bill Cameron
Job Developer/Site Supervisor
10215 Stobaugh Street
Lamont, CA 93241
661-336-6797

Irene Martinez Garcia
Clerical Supervisor
8300 Segrue Rd
Lamont, CA 93241
661-633-7373

