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	Objectives
To prove myself in an entry-level position in an Information Technology environment.
Education
Associate of Applied Science: Information Technology-Computer Network Systems 
Graduation date: June 2011
· ITT Technical Institute, Fort Wayne, IN
· G.P.A 3.17 with excellent attendance
General Education Diploma
Graduation date: May 1993
· Maconaquah High School, Bunker Hill, IN
Skills
· Able to perform basic user support in help desk situations
· Experienced in MS Office 2003/2007/2010 and other software applications including MS Word, Excel, Access, Power Point, Visio 2003/2010, and SQL Server 2005. 
· Experienced with Windows XP/Vista/7 Operating Systems
· Able to remove, replace and configure basic computer components. 
· Sound understanding of computer terms and definitions.
· Outstanding organizational skills resulting in high-level productivity, both in quality and quantity.
Experience
Night Auditor(2010 – Present)
Holiday Inn IPFW (Fort Wayne, IN)
Responsible for daily accounting procedures.  
· Rolling over daily reports
· Booking reservations and checking in guests
· Training new employees
· Opera hotel system software

Appliance Specialist (2007 – 2009)
Home Depot (Auburn, IN)
Responsible for selling new appliances  to customers using an on-line sales system. Maintained showroom using up to date layouts provided by the company.  
· Met and exceeded company sales goals 
· Frequently given awards for customer service and sales
· New appliance sales
· Continuous training on new appliances 

Sales Associate (2006 – 2007)
Save-On-Liquor (Marion, IN)
Responsible for maintaining merchandise for sale to customers, nightly monetary drops, and securing premises nightly.  
· Alcoholic beverage sales
· Operating register using monetary and credit transactions
 
Office Assistant/Agent (2005 – 2006)
Shelter Insurance(Marion, IN)
Responsible for telemarketing for prospect of new clients, setting appointments, and writing auto and home policies for insurance sales.
· Submitted client transactions via e-commerce applications 
· Operated office equipment daily and managed office supplies/marketing tools
· Performed monetary transactions and bank deposits

Office Assistant/Agent (1998 – 2004)
Birch Corporation (Kokomo, IN)
Responsible for identifying prospective clients, maintaining client database,  and writing auto and home policies for insurance sales.
· Promoted upon receiving insurance license
· Provided timely and efficient customer service
· Use of Windows XP, Office 2000 Professional, QuickBooks and Win Fax
Receptionist 
Birch Corporation (Kokomo, IN)
Responsible for answering phones and setting appointments between the agent and clients
· Performed database queries to manage client information
· Provided photographic documentation for insurance claims
· Maintained client files
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