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ABDUL MUHAMI . iED

66 CI-reyerine Dr.
B i l l i ngs ,  MT  46060

(712 )  555 -1212
abdu lm@ear th l i nk .ne t

Professional Objective

Adm in is t ra t ive ass is tant  pos i t ion ut i  l  iz  i  ng adm i  n is t ra t ive,  bookkeepi  ng,
and  con rmun ica t i ons  sk i l l s .

Summary of  Sk i l ls

,\cJnt inistrative

Answered phones,  schedLr led appointments,  sor ted mai l ,  f i led
lmplemented new f i l ing and ret r ieval  systenr
Software progranrs used include Windows XP and Off ice Professional XP
Mainta ined appearance of  o f f ice

Bookkeeping

Handled cash regis tcr
Closed cash regis ter  a t  the end of  the evening
Recorded cash t ransact ions

Communications

Served as peer  counselor  for  2  years
Assis ted in  denta l  o f f ice
Demonstrated proper  denta l  hygiene to  ch i ldren
Fed,  c lo thed,  and enter ta ined ch i ioren

Education

Bi l f ings Communi ty  Col lege,  Transfer  Program, 2005 to present ,  Dean's  L is l
B i l l i ngs  H igh  Schoo l ,  g radua ted  2004

Experience

Lombard Medica l  Croup,  B i l l ings,  Ml  October  2005-present
Sandy Murphree,  B i l l ings,  MT,  February 2004-present
Oakbrook Denta l ,  B i l l ings,  MT,  June 2003-October  2003
Fan tas t i c  Sam 's ,  B i l l i ngs ,  MT,  June  2001-Augus t  2002


