Sean Settle	
528 Williams Street, Denver, CO 80218
(513) 460-2142
Settlesean1@gmail.com
  
Objective:  To gain employment in a professional setting

Skills Profile
	· Attention to accuracy
· Cooperative
· Organizational skills
· Microsoft Word, Excel, and Powerpoint                    

	· Ability to grasp and retain information quickly
· Team player
· 50 wpm/99% accuracy
· Over 8000 kph/99% accuracy


Work Experience
National Express Company                                                                                  July 2008- June 2013                              
· Document organization and processing
· Sorting and delivering incoming and outgoing mail of Interoffice and Fedex.
· Data Entry of doing spreadsheets and Kronos.

Hamilton County Park District 
Vineyard Golf Course, Cincinnati, Ohio	                                                                               June 2006 - June 2013                                         
· Washing and drying dishes
· Bussing tables
· Taking order at the snack bar

Mail Room Clerk
Mail Room, Madisonville, Ohio				                                               March 2008– June 2008                     
· Mail - opened and looked up department number
· Returned Mail - identified, sorted, and delivered to the imaging room

Document Control Clerk 
Brokerage Operations, Madisonville, Ohio				                   December 2007 – February 2008                     
·   Processed and designated destination of brokerage documents
·  Tracked daily production

Document Specialist 
Depositor Services, Madisonville, Ohio				                September 2007 – November 2007	               
· Data entry - printed and matched checks to statements		
· Numerical filing 
· Savings bonds- matched the check with applications

Community Press 
[bookmark: _GoBack]Forest Hills Journal, Loveland, Ohio		                                                             March 2004 – June 2007                                         
· Prepared and delivered community papers
· Managed customer accounts and receipts

Education											
Diploma
Anderson High School							                           May 2007                                         
Cincinnati, Ohio									            
· General Studies

			            
