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Over 13 years experience as an Administrative Assistant and over 12 1/2 years 
experience as a Corrections Officer. I have extensive computer experience using 
multiple computer programs.

NOVEMBER 1990 – JUNE 1996
SENIOR POSTAL CLERK - ABC CORPORATION

 Processed and balanced registered mail with no discrepancies for a period of 12 
months.

 Revamped and computerized locator system, entering data from over 10,000 
cards, resulting in a greater efficiency in locating people serving in the Army 
overseas.

 Sorted incoming and outgoing mail, ensuring it was distributed properly.
 Served customers selling stamps, money orders, and processing parcels without

any customer complaints.
 Maintained a cash draw of over $1,000 plus stamps and money orders with no 

shortages.
 Kept accurate files for all postal forms and regulations.
 Administrative Specialist Selected out of 50 fellow soldiers to be the 

Commanders personal assistant.

1989 – 1990
POSTAL CLERK - NCP SOLUTIONS

 Work in the productions area for 14 years where I was a Inserter operator.
 Been a postal clerk for 5 years.
 We are a mailing house process lender statements and coupon books Deal 

directly with the post office with bulk mail.
 Work in the mail center process all mail in or out by way of UPS ,FedEx , USPS.
 Work with 2 other clerks so Im the split shift.
 We handle internal and external customers.
 Also work as a sorter, manual table person and a parker operator when ever 

needed.

EDUCATION

Coursework in Corrections/General Srudies - 2002(Rio Salado College - Tempe, 
AZ)
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SKILLS

Microsoft Office.
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