Michael P. Hill

26 Genesee Street ( PO Box 12 ( New Berlin, NY  13411 ( 607-226-4473


Summary of Qualifications
· Responsible, motivated, punctual, sociable, and positive attitude.

· Hard worker who works well under pressure.

· Proven ability to complete tasks in a timely manner and achieve results.

· Take pride in doing a good job; willing to learn.

· Easily adaptable to work independently or as a team member..

· Able to learn fast and apply learned concepts.
Relevant Experience
Manufacturing

· Measured and cut cardboard boxes according to exact specifications.

· Operated electric forklift to load and unload pallets in a safe fashion.

· Assembled binders, operated cardboard baler, and worked in quality control.

· Processed meats, from preparation to packaging specialty food products.
· Pulled customer orders and helped them load into personal vehicles.
Clerical
· Assisted library users to find books and materials; typed, labeled and forwarded documents as needed. 
· Obtained required documentation, recorded actions rendered, maintained paperwork, filed, damage and return control, and prepared motions.
· Shelved books in library and filed legal materials including forms, affidavits, etc.

· Signed in individuals at hospital appts.; assisted medical personnel as needed.
· Ordered office supplies and maintained inventory control.
Maintenance/Repairs

· Maintained overall appearance of facilities by buffing tile floors.   

· Prepared monthly list of cleaning items needed, and submitted for purchasing.

· Training in welding techniques:  Acetylene Welder/Cutter, Brazer and Solderer.

· Trained in basic plumbing, floor covering, and mechanical.  
Food Service    

· Assembled trays with appropriate foods and drinks.

· Supervised and assisted fellow workers to keep everyone on task.

· Maintained neat and clean work area according to health regulations.

· Washed dishes and pots by hand and cleaned out dishwasher.

· Set & cleaned up dining room tables, emptied trash and swept/mopped floors.

Work History

Food Service Worker
Bassett Hospital, Cooperstown, NY
10/12 – 12/13
Assembler


Burt Rigid Box, Oneonta, NY

06/11 – 09/11
Seasonal Packager

Farmer’s Place, So. Edmeston, NY

12/10
Laundry Worker

Dept. of Corrections, Marcy, NY

2006-05/10
Library Clerk


Dept. of Corrections, Marcy, NY

2003-05/10
Education
Basic Legal Research & Law Library Mgmt. Certificate


Oneida, NY

General Equivalency Diploma

   State Dept. of Education, Albany, NY
