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EDWIN J. BROOKS
  
OBJECTIVE
  
    To obtain a job where I can maximize my multilayer of teamwork, filing files, customer service, entry of data, quality assurance, organizing, and typing letters. 
  
EMPOLYMENT
  
May 2005 - August 2005 
New Dimension Academy Day Care Violet, LA.
Personal Assistant 
1. Help in the office with variety of paperwork and other sector of the building. 
February 2006 - December 2006 
Prospect Airport Service Arlington, TX.
Personal Service Assistant (PSA) 
1. Transporting disabled customer to and from their designated gates.
January 2007 - July 2007 
Home Depot Chalmette, LA.
Cashier
1. Checked customers purchases out once their finish shopping.
November 2007 - July 2008 
Vivid Image Consulting New Orleans, LA.
Personal Assistant
1. Checking e-mails & postal mail, paying bills, filing, cleaning, answering the phone, and keeping up & making appointments. 
July 2008  - Jan 2009
Robinson Industries Inc. New Orleans, LA.
Data Entry
1. Filing files, making excel spread sheets, answering the phone, and entering data into a program to keep up with materials used and hours worked. 
EDUCATION
  

  
August 2004 - May 2005
St Bernard High School Violet, LA.
1. Attended my 12th grade year.
1. Awarded best in conduct.
  
August 2003 - May 2004
Clovis High School Clovis, NM
1. Attended my 11th grade year.
