
Nadine  smith
123 Main Street
Shelbyville, TN  37160

(931) 685-xxxx
nadine@ email.com
SUMMARY
I am a hard worker, and am anxious to obtain an entry-level position that will allow me the opportunity to use my experience and skills with room to grow in a mutually beneficial working relationship.

CERTIFICATIONS/SKILLS
(Word Processing





(Electronic Calculator

(Customer Service Workshop



(Data Entry

(Alpha/Numeric Filing




(Multi-Phone Line Operation

(Ability to Work With Little Supervision


(Proofreading

(Internet Proficient





(MS Access

(Office Procedures





(Telephone Etiquette Seminar

(MS Desktop Publishing




(Machine Transcription

(MS PowerPoint





(MS Excel

(Basic Accounting





(Automated Accounting

(Payroll Procedures





(Medical Terminology

WORK HISTORY
REPS (Murfreesboro, TN)

                                            
Feb 2017 – Present

Duties: General Clerical

Wal-Mart (Shelbyville, TN)





Mar. 2013 – Feb 2017

Duties:  Cashier, light cleaning, greeting customers




Staffing Solutions/Temporary Employment (Shelbyville, TN)
Aug. 2015 – Dec. 2011

Duties:  Machine Technician and Assembly

EDUCATION
Tennessee College of Applied Technology - Shelbyville

July 2017 – Sept. 2019

Administrative Office Technology Program

Administrative Assistant Diploma

Brainville High School
 Smithville, OH


2015 – 2019

Dual Path Diploma
REFERENCES
Diane Jones (Manager)





Kit Jones (Instructor)
First Community Bank





Tennessee Technology Center

Shelbyville, TN 37160





Shelbyville, TN 37160

(931) 685-XXXX






(931) 123-4567

