
Sara Brown

35800 E Michigan Ave. Apt 608

Wayne, MI 48184

(313) 953-2786
Sarajayde29@gmail.com

Career Objectives:

Seeking an entry-level position in the Office Administration/ Clerical field and /or business industry where my skills, education and experience will be utilized.

Skills and Abilities:


Administration, technical and organizational skills


Great Customer Service relations


Knowledgeable in Microsoft Office (Word, Excel, Power point)


Organized and task-oriented


Filing, coping, database


Professional, Team Player and Hardworking

· CPR Certification

· Trained under Certified Security Specialist

Education:

Detroit Job Corps Center, Detroit, MI- August 17 2010- present


Enrolled Office Assist Program


Microsoft Certifications: Word 2007


High School Diploma 

· Some college credits

Community Service Project/ Internship Experience:
Detroit Job Corps Detroit, MI - October 2010-present


Make A Difference Day


Reading to the Children at Dossin School


Ground Hog Job Shadow Day


Volunteered at Cass Community Center

Work Experience- May 2010- June2011 Wendy’s Riverview, MI


Crew Member, Customer Service


Customer Service and Food Preparation

Cintas- May 2012 Westland MI

· Garment Inspector and Repair Stock Room


