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oBIECTIVE

A position as a general office clerk for @ major corporation

SKILLS PROFILE
Abilty to operate Model 5000 copy/callating machine
Knowledge of and experience with corporate mailroom procedures
Good filing and organizational skills
Experience in handling confidential paperwork
Ability to take accurate phone messages and deliver messages promptly
Good customer-relations background

EMPLOYMENT HISTORY
Copy-Machine Attendant 1998-current
Contoso, Ltd., Miton, NY

Copy and collate all projects (including confidential papers) for 25-lawyer firm.
Successfully complete al jobs by time requested.
Coordinate delivery of large projects with mailroom clerk.
Initiated “rush procedure,” which guarantees “rush” copy projects of 1,000 pages or fewer will be
completed within 30 minutes of submission; met all guaranteed deadlines and enhanced copy
room operations.
Won the quarterly “Employee Suggestion Award" for *rush procedure".
Mailroom Clerk 1994-1998
Contoso, Led., Milton, NY
Accurately filed and delivered mail to all company departments.
Suggested new mail code system, which reduced filing errors and increased timely delivery,
Computed amount of postage required for outgoing mail, depending on weight and classification.
Covered phones for word-processing clerk during clerk's lunch break.
Waitress/ Cashier 19921994
Coho Winery, Harris, NY
Took orders, served restaurant patrons, and assisted at the cash register.
Created “Tuesday Casino Night” theme, including food and games, which doubled the number of

customers on a typically slow night.
EDUCATION

Diploma 1992
Eim High School, Harris, NY
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6am Nashville stage at 18.83 ft

7am 5-Day QPF issued showing storm system of up
to 8.6 inches. QPFs are used to compose flood
watches and warnings.

Ohio River Forecast Center (OHRFC) sent urgent
e-mail...to Nashville Weather Forecast Office
(WFO).

"Please take the attached results very seriously.
The model trends have been consistent. We are
looking at a significant potential for Major
Flooding. The OHRFC will be staffed 24-hrs from
now through Monday morning, with increased
weekend day and evening staffing as well." Image source: NOAA historical precipitation archive.

Nashville stage at 20.79 ft

Water Management Update is sent to an
extensive notification list that a flood control
operation has been initiated and provides an
assessment of the severe weather, past 24

hours rainfall and QPF.

Nashville stage at 28.04 ft

LRN notifies District Senior Leadership and LRD
WM via e-mail of the potential for Nashville to
reach flood stage and exceed the 1984 crest of
45 ft. The NWS forecast is for a crest of 36.2 ft
overnight.

=Cumberland River (Nashville) flood stage is 40 ft

823 baa black sheep, have you any wool? Nullam tempor orci non lorem imperdiet lacinia. Duis nec est sed nibh dignissim feugiat nec vitae
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Extensive background in the assembly and nstallation of elecrcal components 6am

s ctng and promptly taking corectve action; reading and 7am

A n troutles
interprting biveprints/bils of materals; achering o safety polics,

procedures, and codes.
Use ARC and MIG welcer,

meters, air-gun allers, toraue wrenches,

5, shears, and Whitney press; operate

Northwind Traders, Chicaga, 194-present

Assembler

Primariy assemble foundry machines and roofing nes for clents in diverse
regions, ncucieg Chin and Vietnam; adhere to Biseprint and billof
materals specifaions.

Contoso, i, Scler pork, 1 0/92-12/93

Service Representative
Insa

ipment, incuding
cols,stackers, 3 siing lines for large-scae m

Ustd o0 and MIG welders extensivey.

Traveled to customer stes in M

Trey Research, Chicago, It ver-a92

Assembler

Operated a crane and standard palletforkifts to assemble and instal arts such
25 large overhead frames.

Performed snipping/

caning actites, incuding packing crate boxes for

i and internationa ocers.
Adventure Works, Chicago, 1L ayas-1286
Assembler

Operated automated equipment to assemble and inspect 3 variety o products,

including pop cans and automobie hoods, doors, and fenders.

Fabri

Chicago, 1L 10784-4/85

NaSVITe Stage ot 9-01 1T
Nashville stage at 18.83 ft

5-Day QPF issued showing storm system of up
to 8.6 inches. QPFs are used to compose flood
watches and warnings.

Ohio River Forecast Center (OHRFC) sent urgent
e-mail...to Nashville Weather Forecast Office
(WFO).

"Please take the attached results very seriously.
The model trends have been consistent. We are
looking at a significant potential for Major
Flooding. The OHRFC will be staffed 24-hrs from
now through Monday morning, with increased
weekend day and evening staffing as well."

Nashville stage at 20.79 ft

Water Management Update is sent to an
extensive notification list that a flood control
operation has been initiated and provides an
assessment of the severe weather, past 24

hours rainfall and QPF.

Nashville stage at 28.04 ft

LRN notifies District Senior Leadership and LRD
WM via e-mail of the potential for Nashville to
reach flood stage and exceed the 1984 crest of
45 ft. The NWS forecast is for a crest of 36.2 ft
overnight.

Automabile Mechanic =Cumberland River (Nashville) flood stage is 40 ft

Repaired and maintained 3 variety of automables for indvidusl customers,

' an average of 15

Nomage, 1L Graduated 1984
Diploma: Automotive and Diesel Mechanic

High School, Chicago, 1L Graduated 1983

Image source: NOA historical oracipitation archive.

823 baa black sheep, have you any wool? Nullam tempor orci non lorem imperdiet lacinia. Duis nec est sed nibh dignissim feugiat nec vitae






