RESUME 

  

Name:                         Aji Fatou Jallow 

Contact Address:       9806 E Louisiana Dr, Apt 108, Aurora, CO, 80012

Telephone Number:   913-548-3534

Education: 

            YMCA Training Institute 

            Training on Microsoft Excel and Microsoft Access 

            Duration: 3months 

  

Bah’ai Community Training Center 

Training on Microsoft word 

Duration: 3months 

High School: St Josephs High School 

                                   P.O. Box 119, Banjul, The Gambia 

                                   From 1991 to 1996 (GCE O’levels) 

 Primary School: St Josephs Ex-Pupils Primary School 

                                   Kairaba Avenue, Serrekunda, The Gambia 

                                   From 1985 to 1991 (Common Entrance Examination) 

· W ork Experience:
· Optical Lab Assistant:  : Duffens Langley Optical, Dec. 2012 to April 2013 
· My duties are tracing frames or lens so that lens can be blocked for mounting and edging. Working in surface to make sure the right paper work is attached to the right patient.
· Supervisor: Steve Emerson.
Cashier:   Northfield Stapleton JC Penney 12/10/2008 to date.

· Cashiering /Customer Service. Answer phone calls from customers. Solve problems or answer questions from customers.  Supervise my department or the store when the supervisor is unavailable.
Optical Lab Assistant: Duffens Langley Optical, January 2006 to July 2009 

DUTIES:

· Cleaning, arranging and coating of lens. Make sure all lens matches the    patient records. Train new employees. Enter data in the computer in Microsoft excel and Microsoft word.

· Make tests on various chemicals. Keep record of every test done. 

· Keep chemicals refrigerated or in their correct place. 

· Inspecting of lens for final processing. 

· Supervisor: Eric Ellison Contact Numbers 913 577 5733/816 352 5200 

Reason for leaving: Moved to another state.

Data Entry Clerk: MRC HIV Epidemiology Programme 
DUTIES: 

· Entry level in Data Entry in FoxPro, Microsoft Word, Excel, Access and PowerPoint. 

· Minutes taking, reception of visitors and patients, Enter forms of patients, run verification and validation of data, typing out reports, photocopying, typing letters, maintaining petty cash, buy office supplies, design forms in access, filing, answering phones, sorting out mails. 

·  Supervisor: Mr Akum Aveika    Contact Number: 220  4495 442

Records Clerk: Dept. Of State for Education December 1998 to April 2001 

· File Correspondents- receiving and distribution of letters and documents. Recording of minutes and letters in logbooks in the office. 

· Minutes taking in during unit’s meetings 

· Supervisor: Mr Kakai Sanyang    Contact Number: 220 4228607 

Languages:     Proficient in English, Wollof  and a bit of French.            

