
Emerald Lee Augusta Gardner 

5616 Sagra Road, Baltimore, MD 21239

(410) 419-3202

egardner114@email.itt-tech.edu
Qualifications/Professional Skills
· Windows XP
· Windows Vista
· Windows 7
· Subnetting
· Linux Red Hat

· CentOS
· Linux Mint

· Ubuntu 10.10

· Technical Writing
· Network Design
· Cisco Router Configuration
· Microsoft Office Suite 2007
· Open Office

· Conversational Spanish
Education 
June 2009 – Present 

ITT Technical Institute
Owings Mills, MD

Associate of Applied Science in Information Technology – Computer Network Systems
Expected Graduation: June 2011
professional Experience
Sept. 2008 – Feb. 2009                     P.F. Chang’s China Bistro                                  Towson, MD 

Hostess
· Welcomed guests/acknowledging exit
· Answered phones in a professional and courteous manner
· Seated guests promptly and managing reservations.
May 2008 – Aug. 2008                        People Now Staffing                                    Baltimore, MD Administrative Assistant
· Distributed inter-departmental memorandums (e-mail, documentary and voice)

· Established and maintained electronic records management system for all incoming and outgoing correspondence

· Handled company finances

· Provided timely delivery of important information while maintaining confidentiality

· Processed employee payroll
Dec. 2006 – Dec. 2007                             H and R Block                                         Baltimore, MD 2007 Tax Preparer/2006 Customer Service Coordinator
· Answered phones, filed documents, scheduled appointments and greeted clients as they entered and exited. 

