Christopher Hiremenow


	(631) 265-2005
	
	222 Edgewood Avenue

	Email: chiremenow@aol.com
	
	Smithtown, NY 11787


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

· Developed marketable computer skills; 

· Obtained the vocabulary and knowledge of business systems; and 

· Developed my organizational and communication skills, which would be an asset to your company.

EDUCATION:

Will graduate in June 2005 from Smithtown High School, Smithtown, NY.    I have developed the following workplace competencies:

	
	

	Foundation Skills:
	National and State Standards:

· SAT Scores:  Verbal 515; Math 590

· English 11 State Exam – 93
· Math A Exam – 95 

· Biology Regents – 92

· U.S. and American History Regents 90



	Technical/Computer Skills:
	· Obtained the knowledge of Windows2000, Microsoft Office 2000:  Word, Excel, PowerPoint and Access. 
· Able to install new software.

· Capable of finding and solving problems related to computer software or hardware.



	Workplace Terminology and System Skills:
	· Accounting - A

· Architecture I & II - B

· Technology I  - B

· Business Computer Applications - A

· Keyboarding - A

· Spanish I – B & II - B

· Graphic Arts - B

· Business Analysis – A



	Team Work and Leadership Skills:
	· Participated in our school’s annual Business Olympics in which our group delivered a multi-media presentation to a panel of judges from the business community.

· Active member of the business DECA Club.

· Crew Chief for student faculty plays.

· Varsity Winter Track team member.



	Problem Solving Skills:
	· Identify a community problem such as the increased graffiti on buildings.  I gathered information, interviewed town officials, and made a presentation to my Participation in Government class on how to solve the problem.



	Time Management Skills
	· Successfully completed my academic courses with a GPA of 3.0 while holding a part-time job and participating in several school activities.



	Workplace Experience
	· Research Detective 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.

· Explored the field of accounting through a thirty-hour internship at St. Catherine’s of Siena Hospital, Smithtown, NY 11787.

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










