Aiman Uradman

456 Uniondale Avenue
Phone: 516-543-7889

Uniondale, NY 11553
auradman@optonline

What do I have to offer your company for the position of office assistant in your Ad Agency?

· Computer savvy

· Presentation/communication skills

· Organizational/time management skills

· Creative thinking

Education:
Will graduate in June 2004 from Uniondale High School, Uniondale, NY having acquired the following skills:

· Technology
-Successfully completed Keyboarding, Computer Applications, Desktop Publishing, E-Commerce, BA/BCA classes becoming proficient in Windows 2000, Microsoft Office 2000 (Word, Excel, PowerPoint, and Front Page), Internet and Graphic Design Software
-Put together a presentation using MS PowerPoint, brochure and flyer using MS Publisher for FBLA Club

-Drew up a business plan for an on-line business in business report format in MS Word

-Created a Web Page for an on-line business using MS Front Page

· Presentation/Communication


Skills:
-Drama courses enhanced my public speaking and presentation skills. -Addressed the entire school daily during the homeroom daily PA announcements



-Placed 1st place in NYS FBLA Impromptu Speaking Competition

· Organization/Time Management

Skills:



While carrying a full course load during my senior year, I:


-work 28 hours a week


-hold the position of President of the Senior Class


-am active an member of the FBLA Club


-play basketball and lacrosse for school teams


-volunteer at Athletes Leading Athletes 

· Creative Thinking:

-Obtained a 99 average in Graphic Design Class



-drew up and implemented an advertising/marketing campaign for  FBLA Club – increased participation from 20 members to 48 members currently.

Work Experience:
-Teller, Nassau Federal Teachers’ Union, Westbury, NY 10/7/03 to present. Assist customers with teller transactions such as deposits, withdrawals, credit card/bill/loan payments, cashier checks.


-Cashier, ShopRite, Uniondale, NY 2/20/03 – 10/2/03. Handled money, customer assistance, inventory/stock.

REFERENCES AVAILABLE UPON REQUEST

