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Dear Employer,

I am very interested in joining your team. I am extremely reliable, creative, determined, and poised. I take pride in my work, no matter the task. My schedule is flexible; I am more than happy to work weekends or evenings for your company.

I look forward to joining your team, and making your business the best it can be. I hope to hear from you soon, as I would appreciate the chance to interview with your company. Thank you for your consideration.

Sincerely yours,

Hilary Olson

Hilary Olson























HILARY OLSON

OBJECTIVE
		Seeking a fulfilling position to further promote your business venture.

EXPERIENCE
2007-2012	Berthoud Community Library District		Berthoud, CO
		Library Assistant - 2007-2012
● Provided full administrative support.
● Provided top line customer service.
● Performed regular cataloguing of new acquisitions, maintaining accurate data for 25,000  materials.
● Tracked trends in the form of quarterly and yearly reports.
● Provided technology and catalog support to customers and staff.
● Supervised office volunteers.
● Provided a range of front-line lending services to customers, including issue and discharge of books, took fees, dealt with inquiries related to overdue books and fines.

2006-2012							Colorado
House and Pet Sitting
● Covering for house owners away on business or vacation.
● Took care of pets.
● Oversaw maintenance of grounds and gardens, when appropriate.

2006-2007		Berthoud Athletic Club			Berthoud, CO
Front Desk
● Managed phone lines and attracted new customers by being helpful and personable.
● Preformed bookkeeping services, including expense reports and maintaining petty cash.
● Acknowledged customer complaints and problems and resolved them within areas of authority.

	
		

EDUCATION
		2001-2005		Berthoud High School			Berthoud, CO
		● High School Diploma
		
SKILLS
		MS Office 2000, MS Office 2007, marketing, creativity, accounting, and accountability. 

INTERESTS
		 Writing, cooking, camping, photography, playing music, yoga.
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