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Now you can upload your resume directly to 
Monster
 
using Word 2007!
 
Install Monster’s Easy Submit
 add-in by clicking the “Install” icon on the menu ribbon. 
 
Once installation is complete, 
restart Word.
 
Click on the “Upload” icon to upload your resume to Monster.
For any issues or questions, please visit the
 
Easy Submit installation support page
.
 
To close this reminder, click the border and then press DELETE.
) Genevia Harris

	20 Oxford Drive Apt. 17, Carpentersville, Il. 60110
773-949-4177, geneviaharris@gmail.com



	Objective	

	To obtain an entry level position that will enable me to use my strong customer service skills, and ability to work well with people.

	Experience

	Robert Morris University
	07/2007- 05/2012

	Switchboard Operator
Responsibilities
Transfer calls throughout nine different RMU locations
Assist callers
Assist with power point presentations
Microsoft office ready

	

	Education

	Harry S. Truman College
	08/2010-12/2011

	Some college coursework in Education

Manley Career Academy H.S.                                                                     09/2003-06/2007

	High School Diploma

Skills

	Clerical skills
Confident phone manner
Well developed Computer skills
Proficient Communicator
Able to solve problems
Able to keep a Good attitude
Hard Working and efficient
Team player
References

Available upon request.







