Kara Martin
108 Edwards Street
 Cottage Hills, IL 62018
(618) 972.5548 (cell)
karamartin19@gmail.com

Education:	Roxana High School			Southern Illinois University-Edwardsville         
		401 Chaffer Avenue			State Route 157                
		Roxana, IL 62084			Edwardsville, IL 62026
		Graduation date: May 2012		Fall 2007 – Present
Work 
Experience:	Mac’s Timeout			March 2013 – Current
		Alton, IL
		Position:		Server
Responsibilities:	Waiting tables in a very fast paced environment, working with a POS system, customer service, restocking, inventory, and time management

Walgreens				August 2012 - March 2013                   
		Edwardsville, IL
		Position:		Photo Technician
Responsibilities:	Processing and developing digital pictures and film, cleaning photo machines, filling cleaning and facing isles, answering phones, cashier and general customer service   

Fire Safety				September 2011 – May 2012
		Wood River, IL		
		Position:		Administrative Assistant (CO-OP)
Responsibilities:	Filing, scanning, shredding, working in Excel, managing receipts, answering the telephone, taking messages, packaging mail, and assisting with inventory

Cone Barn				April 2010 – September 2012
		Roxana, IL			
		Position:		Customer Service	
Responsibilities:	Monetary transactions, customer satisfaction, food preparation, inventory control, and restocking 
								
Technical 
Skills:		Hardware Skills		Software Skills		Office Skills
		Computers			Corel – Word Perfect		Correspondence Typing
		Printers – Ink Jet		Microsoft – 2007, 2010 	Phone Skills
		Scanner			   	Windows		Electronic Calculator
		Digital Cameras		   	Word			Time Management
		Book Binder			   	Excel			Filing
		Copier				   	PowerPoint		Postage Machine
		Cash registers			Internet – Searches		Fax Machine
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