WHAT CAN I DO FOR

YOUR COMPANY!

· Computerize your records.

· Record your accounting transactions.

· Create correspondence.

· Create Power Point presentations.

· Lead a team to complete a project.

· Assist customers.

· Maintain inventory.

· Maintain your filing records.

· Create flyers, brochures.

· Handle telephone calls.

REFERENCES:
· [image: image1.wmf]Mrs. Susan Gubing, School Industry Coordinator, Smithtown High School, 100 Central Road, Smithtown, NY 11787 (516)361-2435.

· Mrs. Diane Elmore, School of Business Lead Teacher, Smithtown High School, 100 Central Road, Smithtown, NY 11787 (516)361-2410.

· Mrs. Bernice Liberta, Guidance Counselor, Smithtown High School, 100 Central Road, Smithtown, NY 11787 (516)361-2400.

· Mr. Robert Woods, Guidance Counselor, Smithtown High School, 100 Central Road, Smithtown, NY 11787 (516)361-2400.

Christopher Hiremenow
222 Edgewood Avenue

Smithtown, NY 11787

(516)265-2005

Email: chiremenow@aol.com
    OBJECTIVE:
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To obtain a summer internship position as an office or technical assistant.

EDUCATION:

Smithtown High School, 100 Central Road, Smithtown, NY 11787. Will graduate in June, 1999. 

COMPUTER SKILLS:

· Knowledge of Windows95, 

· Microsoft Office97

· Word, Excel, Power Point 

· Internet. 

COURSES:

· College Accounting 

· Business Computer Applications 

· Keyboarding

· Design and Drawing for Production

· Business Math

· Career Jump-Start Program

SKILLS/PERSONALITY TRAITS:

· Leadership and team player

· Organizational skills

· Good verbal skills

· Responsible

· Conscientious

· Eager to learn

CLUBS AND SPORTS:

· School of Business - Board of Directors, Chairperson

· Crew Chief for student faculty plays

· National Media Honor Society

· Varsity Winter Track

· Future Business Leaders of America

Call (516) 265-2005

WORK EXPERIENCE:

Research Detective Assistant, Wilsearch Information Network, 20 Gilbert Avenue, Smithtown,

NY 11787. 10/97 to present. 

Duties include: 

· Faxing

· Filing

· Phones 

· Computers

Counter person, Bagel Chalet, Veterans Memorial Highway, Commack, NY 11725. 1/97 to 10/97. 

Duties include: 

· Helping customers

· Handling money

· Stocking and cleaning.
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