BEE C. ABLE


	(631) 598-4455
	
	35 Broadway

	Email: BCA@Aol.com
	
	Amityville, NY 11763


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a Computer Operator.  

· Knowledge and vocabulary of computer software;

· Knowledge of MS Office programs;

· Knowledge and vocabulary of computer hardware; 

· Knowledge of creating oral presentations to support data; and

· Able to troubleshoot computer problems.
EDUCATION:

Will graduate in June 2004 from Amityville Memorial High School, Amityville, NY.    I have developed the following workplace competencies:

	
	

	Basic Skills:


	National and State Standards:

· SAT Scores:  Verbal  585; Math  520

· English 11 State Exam – 91

· Math A Exam – 89

· Chemistry Regents – 92

· US & American History Regents – 85



	Team Work and Leadership Skills:
	· Participated a group class project – researching and creating PowerPoint presentation for the school’s rules and regulations.

· Researched using Internet for planning a trip, analyzing, and creating brochures to market the data.

· Presented group projects to class for the purpose of generating their interests.

· Active Member of the Business DECA club.

· Varsity Soccer



	Personal Skills:
	· President of DECA club.

· Captain of Soccer team.

· Awarded Highest Average in Business classes



	Time Management Skills
	· Completed my academic and business courses with a GPA 91.5 while working a part-time job and participating in school activities.



	Technical Skills
	· Knowledge of MSWord, MSExcel, MSAccess, PowerPoint, Desktop Publisher, and Internet.

· Able to install software and hardware.

	Workplace Terminology and System Skills
	· Busi Computer Applications – 97

· Business Law – 90

· College Accounting – 92

· Co-op – 93

· Word Processing – 94

· Business Ownership – 92

· Marketing – 97

· Sports Marketing - 90



	Workplace

Experience:
	Salesman – CompUSA, Massapequa, NY. 9/03 to present.  Duties included:  helping customers with the selection of computer hardware, software, and supplies.

Cashier – Mc Donald’s, Amityville, NY.  6/02 to 9/03.  Duties included:  Taking customers orders, handling money, and cleaning.


