ANITA JARB

222 Edgewood Avenue  






  (631)265-2005

Smithtown, NY 11787                                                                               Email: anitajarb@aol.com 

I HAVE THE FOLLOWING SKILLS TO OFFER YOUR COMPANY for the position as a receptionist?   

· Accurate computer skills.

· Vocabulary and knowledge of business systems.

· Organization and communication skills.

WORK EXPERIENCE:

Website creator for various local Smithtown companies.  9/00 to present.  Create and publish webpages for several businesses such as Poolhouse.com, Orbit Instruments.com.

Research Detective Assistant, Wilsearch Information Network, 20 Gilbert Avenue, Smithtown, NY 11787. 10/00 to present. Duties include: Faxing, filing, phones and computers.

Sales Associate, The Gap, Smith Haven Mall, Lake Grove, NY 11755.  1/99 – 10/00.  Duties included assisting customers, stocking shelves, operating cash register.

EDUCATION:

Attending Suffolk Community College, Selden, NY.  Business Administration Major.  Will graduate in May, 2005.  Courses include:

	· Business Communications
	· Accounting I

	· Spanish
	· Psychology

	· Computer Applications
	· Marketing


Graduate June, 2001 from Smithtown High School, 100 Central Road, Smithtown, NY 11787. Computer skills include: Knowledge of Windows2000, Microsoft Office2000 (Word, Excel, Power Point) and the Internet.  

LEADERSHIP/TEAMWORK:

· Member of the Habitat for Humanity Club at Suffolk Community College in which I assisted in building a home in Kings Park.

· As a member of a four-person team, completed in-depth study of generation characteristics.  Utilized resources from the Internet and summarized results using PowerPoint software.

· Completed twenty-five pages, senior project research paper on the topic of the use of technology in today’s workplace.  

· Crew Chief for student faculty plays

· National Media Honor Society

· Varsity Winter Track

REFERENCES: 
Available upon request.

