4709 Wainwright Circle ● Owings Mills, MD 21117 ● 410 998 9954 ● Deborah557@verizon.net


Deborah M. Durham-Harris

CAREER PROFILE	Hard worker seeks to use diverse experience and clerical training as a receptionist customer service position with an organization that encourages staff development

SKILLS	Type 60 WPM ● Microsoft Office Suite

EXPERIENCE	Omi Neighbor Care					Annapolis Junction, MD
	Pharmacy Technician					2006-2007
· Responsible for processing bulk supplies of medicine into packaged monthly supply quantities
· Reviewed pills for quality control and sealed bubble-foil containers
· Filled large volume medical orders for medical institutions
· Documented and labeled medications and recipient

Novo 1							Laurel, MD
Customer Service-Tele Marketing			2006
· Initiated approximately 800 outbound calls on daily basis
· Conducted marketing effort to persuade customers to select telephone and computer services through Verizon or Bell South
· Maintained documentation of all sales results
· Achieved Verizon goals and regular basis

Wilmington Forward School				Wilmington, DE
Teacher’s Assistant					2004-2005
· Assisted teachers with first, second and third grade students
· Provided direct one-on-one teaching and lead small groups in math skill building
· Substituted for absent teachers and implemented the prepared in-advance lesson plan
· Provided after-school instruction, homework support and specific assistance to complete school projects
· Monitored children in organized and free play

United States Postal Service				Westfield, NJ
Distribution Retail Clerk					1997-2003
· Provided direct retail customer service, selling all postal products related to mailing and receiving parcels and flats
· Processed cash, credit, debit and checks; review IDs; issued change and receipts
· Conducted cash drawer counts and reconciled intake to receipts
· Weighed letters and parcels, lifting up to 70 lbs
· Sorted mail and organized according to type
· Packed mail onto post-cons and crated for truck transport

CJD Enterprises						Plainfield, NJ
Receptionist						1990-1998
· Responsible for multi-line telephone system and routing messages
· Handled accounts payable and receivable; data entered
· Prepared documents, maintained files; scheduled appointments

EDUCATION		ITT Technical Institute					Owings Mills, MD
			Computer Networking Systems				2011-AA
			Community College of Baltimore County			Catonsville, MD
			Career Development & Planning Certificate		2008
			Datalilne Computer School				Plainfield, NJ
			Computer Technology, Office 96’ Certificate		1996	
			Union County College					Cranford, NJ
			Education & Business Management: 56 Credits		1990-1994
			Garden State Academy					Tranquility, NJ
			Diploma						1990			
