Arial Jones
 (555) 555-5555 ( jones@canton.edu

QUALIFICATIONS SUMMARY
Motivated professional with excellent work ethic. Self-starter with proven track record of providing excellent customer service.  Highly organized and efficient office administrator with a discreet and skilled client manner.

EDUCATION

A.A.S., Business Administration
May 2008

SUNY Canton, Canton, NY
PROFESSIONAL SKILLS
Administrative/Organizational
· Performed administrative and secretarial support functions

· Provided discreet assistance to professional counseling staff

· Updated and organized customer computer files

· Entered detailed financial data in accounting databases
· Assisted with general accounting functions including sales and reconciliation
· Coordinated sales events for companies from 50 – 500 participants
Communication 


· Served as a call center operator for a large company

· Delivered quality customer service in high pressure situations
Marketing/Sales
· Demonstrated company products according to specifications

· Managed customer communications and product distribution
· Developed promotional brochures and radio advertisements

· Provided follow-up communication to assure customer satisfaction

EMPLOYMENT HISTORY
Event Planner, Self-Employed, Canton, NY
Aug 2000 – Dec 2006

Clerk, Cheatham Law Firm, Canton NY 
Feb 1999 – Aug 2000
Case Aide, Charity Group, Canton, NY
Feb 1998 – Aug 1998
Operator, Big Box Company, Watertown, NY 
Sept 1995 – April 1998
Associate, Bobs Store, Watertown, NY
Jan 1994 – Aug 1995

