Rhonda Williams
Phone:  989-555-1234
Email:  EMAILME@YAHOO.COM
		Skills
Using computers, entering data, or process information.
Dealing directly with the public. This includes serving customers in restaurants and stores, and receiving clients or guests.

	Experience
Information Clerk | R & R Sales | 2012 - 2017
· Operated telephone switchboard to answer, screen, or forward calls, providing information, taking messages or scheduling appointments.
· Provided information about establishment, such as location of departments or offices, employees within the organization or services provided for 5 years. 
Cashier | Betty Lou’s Restaurant | 2010 – 2012
· Received payment by cash, check, credit cards, vouchers, or automatic debits.
· Calculated total payments received during a time period, and reconcile this with total sales.
Education
High School Diploma | 2010 | Wayoutthere High School
Basket Ball Team
Choir
Student Council




		Summary
Enthusiastic individual seeking employment in the customer service field, where I can utilize current skills, and learn new skills to help the company grow.

	

	Volunteer Experience or Leadership
Chair of Student Council
PTA Secretary for 2 years
4H Leader
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