Anita Jarb


	(631) 265-2005                                                                                                                                                  222 Townline Road

	Email: ajarb@aol.com                                                                                                                                 Hauppauge, NY 11788

WHAT I HAVE TO OFFER YOUR COMPANY for the position as an office assistant.   

· Marketable computer skills; 

· Vocabulary and knowledge of business systems; 

· Organizational and communication skills
EDUCATION:                                 June 2005, Smithtown High School, Smithtown, NY.  

WORKPLACE COMPETENCIES

Basic Skills:

· English 11 State Exam 

· Math A Exam 

· Biology Regents

· Earth Science Regents 

· U.S. and American History Regents 
Personal Skills:

· Successfully completed academic courses while holding a part-time job and participating in several school activities. 

· Active member of the business DECA Club.

· Crew Chief for student faculty plays.

· Varsity Winter Track team member.

· Awarded Student of the month by senior class.

· Student Council Representative during junior and senior years

Thinking Skills:

· Identified a community problem such as the increased graffiti on buildings In 12th grade Participating in Government class.  Gathered information, interviewed town officials, and made a presentation to the class on how to solve the problem.

Use of Technology:

· Obtained the knowledge of Windows2000, Microsoft Office 2000(Word, Excel, PowerPoint and Access) and the Internet, through Business Computer Applications class.

· Installed new software in Computer Literacy class.

· Found and solved problems related to computer software or hardware in Engineering class.

Workplace Terminology and System Skills

· Accounting 

· Technology I  

· Architecture I & II 

· Spanish I & II

· Business Analysis

· Business Ownership 

· Keyboarding 

· Graphic Arts

· Engineering

Systems:

· Researched and studied Long Island’s ground water problem in biology class.  Presented paper on environmental hazards and proposed solutions.

· Studied U.S. and European economies and percentage of poverty in the world.

Using Resources:

· Participated in school’s annual Business Olympics in which the group delivered a multi-media presentation to a panel of judges from the business community.

Using Information:

· Visited marine life research center and learned about the wildlife on Long Island.  Information provided served as a research for science experiment on preservation project.

Workplace Experience:

· Office Assistant, AAA Business Information Network, Smithtown, NY. 10/01 to present.  Duties include: Faxing, filing, phones and computers.

· Counter person, Bagel Chalet, Commack, NY.  1/03 to 10/03. Duties included: Helping customers, handling money, and cleaning.

· Student Intern - Explored the field of accounting through a fifty-hour internship at A & W Accounting, Smithtown, NY 11787.

· Field Visit - Explored the field of finance through a four-hour visit to Computer Associates, International Business Department.

· Community Service – member of Key Club, which visited nursing homes and retirement communities during the holidays.



