
DIANE  K.  SMITH
234 Main Street
TULLAHOMA TN 37388

931-444-4444
abcd@email.com
CAREER SUMMARY     
I am a motivated worker, and pride myself in attention to detail.  I possess excellent communication skills, and am anxious to obtain a clerical position in which I will be able to use and develop my academic training and work experience.
HIGHLIGHTS OF QUALIFICATIONS
· Strongly self motivated, enthusiastic, and profit oriented

· Outstanding person-to-person communication skills

· Decision maker, leader, capable of motivating a staff to its full potential
· Able to work well with co-workers and customers

· Capable of doing multi-tasks

BUSINESS SKILLS
· Payroll Procedures




Microsoft Excel

· Automated Accounting



Microsoft Word

· Business Ethics




Alpha-Numeric Filing

· Multi-Phone Line Operation


Business Writing

· Business Communications



Business Math

· Office Procedures




Microsoft PowerPoint

WORK EXPERIENCE

Heighlea Manufacturing



Oct 2014 - Oct 2016

Duties: Inspection/Inventory Control/Work Orders

J&P Manufacturing




February 2013 - Oct 2014

Duties: Special Order Packing/Line Work/Inspection/Inventory Control

Franklin Country Board of Education 

2012 - 2013     


Inclusion Aide: Tutoring/Monitoring Student Progress/Grading 

Sav-A-Lot, Store Manager



2010 - 2012
Duties: Register Reconciliation/Closing & Opening/Unloading Trucks/Scheduling/Employee Management/Customer Service/Bank Deposits
EDUCATION:

Tennessee College of Applied Technology 
Sept 2016 - Present

· Accounting Diploma

· Administrative Assistant Diploma

REFERENCES

Jim Jones (Instructor)




Kim Weaters (Instructor)


ABC Manufacturing




TN Technology Center


Shelbyville, TN





Shelbyville, TN  


(931) 123-4567





(931) 123-4567

