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A reliable, hardworking and dedicated team player. Excellent oral and written 
communication skills along with a customer service oriented background with 
experience in sales, technology, and computer maintenance. Experienced at 
creating invoices, bills, and proposals for customers. Fast learning and resourceful 
individual with great attention to detail. 

1997 – 1998
EMPLOYMENT PLACEMENT SPECIALIST - ABC CORPORATION

 Acted as an academic adviser to grant participants as well as general student 
population including conducting degree audits.

 Developed, marketed and coordinated short-term training programs for welfare 
recipients.

 Recruited and retained participants in classes assisting them through issues for 
retention and overall success.

 Established and maintained rapport with local employers to aid in the 
placement of students.

 Created databases in Access to organize information and facilitate the tracking 
of the program

 Managed fiscal budget including producing reports as required for the 
community college board.

 Developed excel workbook to effectively track expenditures overall and by 
category.

1994 – 1997
PLACEMENT SPECIALIST - ABC CORPORATION

 Developer, Productive Alternatives, Inc.
 Worked with individuals with TBI, SPMI, DD, and or/co-occurring conditions on 

one and supervised groups of up to 50 workers.
 Provided job analysis, conducted regular job seekers skills training to prepare 

consumers for a job search; resume development, interviewing, and other 
relative information for job placement.

 Communicated daily to build professional relationships with the entire team of 
staff, consumers, Social Services, Rehab Services, and other connected 
professionals in the business community.

 Was responsible for office correspondence, shipping and receiving, consumer 
reports and records, updating files, organizing billings, payroll, and working with
customer service inquiries/concerns.

 This is Dummy Description data, Replace with job description relevant to your 
current role.
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EDUCATION

Bachelor of Arts - (Eastern Nazarene College - Quincy, MA)

SKILLS

Management, MS Office, Fully Bilingual (fluent in English and Spanish).
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