JOE SMITH

DESIRED POSITION: Entry-Level Inormation Technology Associate 
PROFESSIONAL SUMMARY
· US Army qualified Information Technology Specialist
· College student pursuing bachelor’s degree in Information Technology

· Three years of proven experience in customer service
· Two years of service in physical security
· Excellent oral and written communication, and critical thinking skills 

EDUCATION & SECURITY STATUS
Bachelor’s Degree in Computer Science - South University



(2013)
Current Secret Security Clearance                                                


2011 - Present
EMPLOYMENT HISTORY

Information Technology Specialist

U.S. Army National Guard – Havre De Grace, MD


    

Jan 2011 - Present
· 10 weeks of U.S. Army basic training


· 5 months of advanced individual training as an I.T. specialist (25Bravo)

Customer Service Representative
TD Bank - Bowie, MD                                                                      


Jun 2010 – Jan 2011


· Managed personal and business accounts related operations

· Managed customer feedbacks to improve customer retention

· In charge of mitigating customer problems and attracting new clients

· Ensured compliance of security procedures, practices and policies of banking operations

· Consistently met and exceeded sales goals for the quota

Front Desk Agent
Hamilton Crown Plaza Hotel – Hamilton, MD




Jul 2008 – Mar 2010

· Offered assistance to guests and provided every essential need to create loyal and happy guests

· Performed front and back house duties to ensure the comfort of every guest

· Aware of pertinent information related to each group in the hotel including when and where meetings will be held

· Outstanding ability to perform several tasks at once 

· Assisting supervisor/managers with their tasks as well as completing essential reports

· Planned, and organized tour trips for hotel guests

Security Officer

Admiral Security – Bowie, MD                                                                   

Feb 2004 - Jan 2006

· Conducted access control  and verify access to visitors and employees

· Responded towards alarm activations and dispatched other security officers
· Performed emergency response on site when applicable
· Conducted daily roves of builiding area and reported discrepenacies
· Documented  and kept daily security activity logs
MILITARY EXPERIENCE & TRAINING
Military Information Technology Specialist                        



Jul 2011- Present                                                                          

Advanced Individual Training – Fort Gordon, GA




Jan 2011 – Jun 2011
Coursework included advanced training in:
· A+


· CCNA 1
· CCNA2

· Windows Vista
· Implement Voice Over Internet Protocol (VOIP) Communication

· Exchange Server 2007
· Microsoft Server 2008

· Implement Microsoft Exchange Server

· Install Symantec Anti-Virus Client

· Set up DNS Server

· Security +
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123 Main Street, Bowie MD 12345


(555) 555-5555   ♦   joe.smith@email.com








