
PROFESSIONAL SUMMARY
Motivated professional with recent computer training, excellent clerical skills and the ability to complete routine office work in accordance with employer specifications. Skilled at identifying and meeting internal as well as external customer needs to positively impact the organization. 

RELEVANT SKILLS
JULIA WADE
5229 Lingle Lane
Columbus, OH 43213
(224) 241 - 2853
julia.g.wade2@gmail.com
· 
· Strong Organizational Skills
· Attention to Detail
· Excellent Work Ethic
· Reliable and Dependable
· Microsoft Office
· Strong Grammatical Skills


TRAINING EXPERIENCE
[bookmark: _Hlk86647500]Functional Training Services 		                                                           Columbus, OH
Clerical Intern	                                                                                                                           2022
· Followed precise written instructions to locate files/invoices, write memos, schedule deliveries, take phone messages, file invoices and complete a variety of other clerical tasks
· Efficiently entered data from catalog orders into database and printed invoices
· Accurately filed documents and folders alphanumerically
· Used scanners to scan and save documents to specific folders on computer and named them as instructed
· Accurately proofread documents to ensure the use of proper grammar and spelling
· Completed various internet research projects by locating requesting information online and detailing research in a complete and organized manner

EDUCATION
William Rainey Harper College                                                                                   Palatine, IL
Associate in Arts 
John Hersey High School                                                                              Arlington Heights, IL
High School Diploma 
