Joe Brown 




   
POSITION DESIRED: Sales Associate
SUMMARY OF QUALIFICATIONS
· Highly professional, motivated, and available to work immediately

· Experienced in cashiering, customer service, stocking and merchandise display 

· Ability to operate point of sale equipment, PBX phone systems and other office equipment 

· Excellent communication and intrapersonal skills 

· Proven ability to handle multiple tasks and work in a team environment
· Experience effectively supervising and training others

EXPERIENCE
Culinary Specialist

Maryland Army National Guard, Dundalk, MD 






2005 – 2010
· Manage food service operations for over 1000 Soldiers

· Train, manage, schedule, and evaluate 5 employees 

· Received special recognition for outstanding performance for coordinating, setting up, and running a field kitchen in support 2007 Annual Training Camp
· Received the Maryland State Accommodation Reward and a personal letter of thanks from the Governor for outstanding performance in support of the 2008 Presidential Inauguration 
Security Officer 

Securitas Security Services USA, Inc. Woodlawn, MD 





2003 – 2005
· Responsible for facilities security and employee safety
· Protected property from theft, fire, and willful damage
· Superior attention to detail, strict enforcement of established procedures and protocols, and unwavering professionalism resulted in zero employee assaults or property damage during my shifts
Assistant Manager

Royal Farms Convenient Store, Baltimore, MD 






1999 – 2003
· Assisted with management, training, and scheduling of 8 employees

· Coordinated money drops and pick-ups, and assisted with inventory management
· Increased store sales through creative merchandise displays, maintaining extremely high levels of store cleanliness, and vigilant monitoring to reduce shrinkage
Office Assistant

Adams and Associates LLC, Baltimore, MD 






1998 – 1999
· Maintained reception desk, greeted and directed visitors, and set client appointments
· Operated PBX phone system, answered and directed calls, sent faxes, and took messages

· Maintained office filing system, creating and managing tax folders for hundreds of clients

· Assisted with business plan writing, made calls to the IRS for clients

EDUCATION & CERTIFICATIONS
High School Diploma, Harbor City Learning Center, Baltimore, MD (1998)

U.S. Army - Certified Food Service Specialist (2005)[image: image1.png]



123 Main Street, Apt. #1, Baltimore, Maryland 21213


443-555-1234  ♦  joe.brown@yahoo.com








