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	Profile
	Seeking a position as an Administrative Assistant with Cosmos Creative World where
my skills in customer service, working with diverse clientele and ability to work well independently or with others will make me an asset to your organization.



	Education
(or Certificates)
	Bachelor Degree in Social Work                                                      2015-Present
University North Carolina Wilmington 

Associate Degree in Arts                                                                   2013- 2015  
Coastal Carolina Community College




	Experience
	Victim Advocate	
     Women United, Domestic Violence Shelter, Chicago, IL                  2013-Present		    2004-2009
Serve as an advocate for guests through providing supportive counseling services
Maintain adequate supplies, food, clothing and essentials for shelter guests
Recruit and trained up to 10 volunteers
Procure resources and donations in support of center mission

 Customer Service Clerk 
     Wendy's, Jacksonville, NC                                                            2011-2013 	Operated cash register
Handled up to $2,000 daily
Trained approximately 12 new employees
Maintained top cashier status with no discrepancies over $1.00
    										       
 After Care Provider                                                                         2011-2008
     Living Water Christian School, Jacksonville, NC                                                                                                                
Designed and prepared engaging lessons, and maintained student records
Supervised activities of children between the ages of four and fifteen
Monitored and ensured safe delivery of children during dismissal times
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