Dylan M. Clark
6416 San Ardo Court, Camarillo, CA 93012
Phone: (805) 312-3749 ● E-mail: DylanC4321@yahoo.com 
(Relocating to Colorado October 2013)

CAREER OBJECTIVE
 
Versatile, perceptive, and hard working B.S. Business Administration major seeks a challenging position with a progressive organization that offers diverse job responsibilities. 

ABILITIES OFFERED

· Customer Service skills
· Detail Orientated
· Team Player
· Experience working in a fast-paced atmosphere
· Willingness to follow instructions and make decisions with no supervision
· Able to learn and effectively execute job duties in a professional manner
· Extensive international/domestic travel experience.  

EDUCATION

· Lynn University, Boca Raton, FL., B.S. Business Administration – Graduated May 2013
· Cuesta College, San Luis Obispo, CA., 2003-2005
·  Adolfo Camarillo High School, Camarillo, CA., 1999-2003

PROFESSIONAL EXPERIENCE

· Legal Assistant, Law Office of Rory W. Clark APLC, Westlake Village, CA  	      01/05 – 08/13

· Server, San Luis Obispo Golf & Country Club, San Luis Obispo, CA                     08/03 – 07/04

· Legal Assistant, Law Office of Rory W. Clark APLC, Westlake Village, CA         01/03 – 08/03

· Banquet Server, Spanish Hills Golf & Country Club, Camarillo, CA	                  12/01 – 01/03

PROFESSIONAL SKILLS

· Proficiency in Microsoft Office Suite
· Proficiency with Apple Operating Systems
· Strong written and verbal communication procedures
· Filing/Editing
· Typing (65 WPM)
· Office Procedures
· Telephone
· Customer Service

REFERENCES

Available upon request.
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