
Shamelle Holmes
2525 Williams Street
Denver, CO 80205
(720) 377-6811
OBJECTIVE:
Pursue a career in Executive Administration work in order to utilize my skill set.
QUALIFICATIONS:
Strong people skills and communication skills



Technical Skills: Data Entry, Power Point, Excel, Word Processing




Strong office administrative skills

Passionate about helping the community
EDUCATION:
Accepted at the Community College of Aurora 2012  




East High School, Denver, CO, Graduate May 2010
PROFESSIONAL

EXPERIENCE: 
IBM Apple Tech Support, January 2013 - July 2013




Position: Technical Support

· Assisting Apple Customers with any IPhone, IPad and MAC Products

· Assisted with billing inquiries

· Responsible for phone support and re-shipping phones

Education Sales Management, November 2011- December 2012




Position:  Data Entry

· Data entry and pre-enrollment of students 
Anthem College, November 2010 – April 2011



Position: Receptionist/Administrative Assistant

· Filing, copying, answering phones, sorting in/outgoing mail

· Opening and closing the school

· In-taking of test scores




Student, January 2010 – May 2010
RECOGNITION:
2009 Sigma Gamma Rho Debutante Candidate

Youngest Board Member for The Absolute Word Church

AFFILIATIONS:
The Absolute Word Church Member, Former Board Member, Choir Youth Director, Choir and Praise Team Member, Leader of the Youth Department and Youth Minister
ACTIVITIES:
COGIC Youth Conference, Youth Power Speaker, July 2010


Black Student Alliance Member, 2009 – 2010
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