Allison Isaac
1312 N. Meridian St.
Newberg, OR 97132
allison.j.isaac@gmail.com
Cell: (503) 616-6373  Home: (503) 538-5999
Objective
My employment goal is to work full-time in an office setting where I can apply the computer and business skills I have learned and am learning.
Qualifications
I am able to multi-task, I am proficient with computers (and many different applications including Microsoft Word and Excel), and I am going to school to get a degree in Computer Applications/Office Systems. I am a friendly person and can talk easily with people I have just met.  I have experience in working with other people/customers from previous employment.
Past Employment
McDonald’s
Apr 25, 2011-Present
Position: Crew Member. Duties include: accurately taking customer orders face-to-face or through a headset and making the monetary exchange accordingly; making drinks, packaging food; delivering food to customer at the counter or out the drive-through window.
Gap Inc. 
May 5, 2011-Jan 25, 2012
Position: Sales Associate. Duties include: helping customers find clothing, find the right size, help them in the fitting rooms, using the cashier computers to ring up customer purchases; I also took on the pre-opening cleaning which included sweeping the store floor, cleaning the windows, dusting shelves, and vacuuming 
Grace Baptist Church
January 2011-May 2011
Position: Childcare worker. I took care of the 4 and 5 year old children during Tuesday morning Bible Study for 3 hours each Tuesday. I monitored the children, taught them a Bible lesson, directed them in a related craft, and provided for other needs (e.g. snacks, bathroom needs, etc.)
Express Employment Professionals
June 2010-Jan 2011
Position: Temporary worker. My main position with Express was working at an Orthodontic Company called World Class Technologies. I worked in the back room, pulling the correct product and packaging it up with the order to be labeled. I also spent some time sorting brackets on a sheet.
Other positions with Express: sorting grapes and helping with the bottling line at wineries, working a hole-punching machine for a label company.
Astor House
June 2007-July 2010
Position: Server/Housekeeper. My main job was a server which involved talking with the residents, taking their food orders by memory and bringing them their meals. Post-meal cleaning was also required which included re-setting the tables and vacuuming the dining room in the evenings. Housekeeping duties included cleaning bathrooms, making beds and vacuuming in the residents’ apartments.
Tilikum Retreat Center
June 2006-June 2007
Position: Housekeeper. I helped with the housekeeping at the Retreat Center. My duties included vacuuming the rooms and hallways, dusting, cleaning bathrooms, and making beds in preparation for the next group using the facility.
Education
Graduated High School 2009—Homeschool; GPA: 3.8 out of 4
Diploma of Graduation with Honors
Montana Wilderness School of the Bible—August 2009 to May 2010
Diploma of Completion with High Honors
Portland Community College—January 2012 to present
Sylvania Campus
Degree in Progress-AAS Computer Applications/Office Systems-Administrative Office Professional
Dean’s List: Winter 2012, Fall 2012
President’s List: Spring 2012
Skills
People Skills: 
I interact well with people, I am friendly, and I have several years of customer service experience. I am able to maintain a calm and friendly tone even if a customer is less so or otherwise difficult to interact with.
Computer Skills: 
[bookmark: _GoBack]I have been using computers for as long as I can remember. A lot of what I know I have been able to figure out on my own. I am proficient various computer applications including most of the Microsoft Office 2010 programs: Word, Excel, PowerPoint, and Access. I have also taken an Adobe Dreamweaver class, and will be taking a MS Publisher class Summer 2013.
Other Skills: 
I have taken four business classes so far: Intro to Business, Intro to Accounting, Business Communication, and Management Fundamentals. I have also taken a Public Speaking class, a Writing class, a College Algebra class, and am currently taking First Year American Sign Language. I am good with navigation and good at giving directions. I have good visual and spatial skills and I am good at problem-solving. I pay good attention to detail, I am a hard worker, and I aim to get tasks done 100% right the first time. One of the managers at World Class Technologies (see job information under “Express Employment Professionals”) actually told me that even though other temps were being let go, I was still there because I pulled orders correctly the first time.
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