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	(786) 374-9829

	accomplishments

· Certified on Microsoft
· Danced for 7+ years
· Sports for 5 years
· Joined key club


	education

high school diploma/ june 2021
Hialeah Gardens Senior High School
· Continuing education at FIU or UM
· Member of softball, volleyball and 
flag football team




	
		Experience
Student Volunteer, alm sports group
2017-2020
· Assisted program manager with planning and fundraising responsibilities.
· Greeted incoming office visitors, answered questions and directed individuals to office locations.
· Kept physical files and digitized records organized for easy updating and retrieval by authorized team members.
· Upheld strict security procedures to maintain data confidentiality.
REceptionist, sanford Barrows Group
2019-2020
· Corresponded with clients through email, telephone or postal mail.
· Answered telephone calls to field inquiries from clients, vendors and various other callers seeking information.
· Welcomed all customers with friendly greeting, answered general questions, gathered nature of visit and directed to specific offices.
· Provided clerical support to 5+ company employees by copying, faxing and filing documents.

	Skills
High-energy Student Volunteer currently finalizing my senior year and prepared to contribute to organizational success while developing new skills and gaining real-world experience. Highly organized, responsible and well-versed in Microsoft. Positively impacts operations with top-notch communication and critical thinking skills. General worker with experience performing variety of technical and manual tasks. Maintains cleanliness of work area and counts materials, merchandise and supplies in stock. Experienced in training new employees on responsibilities and company work ethics.
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