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Seeks to obtain a position within a company that will allow maximizing knowledge in 
the field at hand, utilize customer service and people skills, learn, and grow within 
the organization.

EXPERIENCE

Copy Center Manager
ABC Corporation - 1996 – 2012

 Devised plans and complete tasks to meet &amp; exceed the weekly 
&amp; monthly department budget.

 Trained, oversaw, delegated to, and monitored employees within the 
department, along with scheduling department attendance.

 Interviewed potential candidates for available department positions 
and report to the general manager.

 Attended monthly meetings to discuss and review department 
revenue.

 Kept log to track and support materials used in, ordered for, and 
wasted in the department.

 Operated computer to perform desktop publishing projects such as 
resumes, brochures, flyers, and invitations.

 Used merchandise gun to check inventory variance and discrepancies
with store products.

Copy Center Manager 
Delta Corporation - 1994 – 1996

 Devised plans and complete tasks to meet &amp; exceed the weekly 
&amp; monthly department budget.

 Trained, oversaw, delegated and monitored employees within 
department, along with scheduling department attendance.

 Demonstrated initiative and leadership to fellow employees.
 Interviewed potential candidates for available department positions 

and reported to general manager.
 Attended monthly meetings to discuss and review department 

revenue, promoted additional &amp; vital strategies that would help 
stimulate financial growth.

 Kept log to track and support materials used in, ordered for, and 
wasted in department.

 Operated computer to creatively perform desktop publishing projects 
such as resumes, brochures, flyers, invitations, etc.
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EDUCATION

 Bachelor of Fine Arts in Fine Arts - (Temple University)

SKILLS

Managerial, Organizational, Administration, Exceptional Listener, Communicator, and
Leadership.
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