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Career Title
Seeking a position for the greatest opportunity to work as an editorial assistant for a reputable company

· Ability to manage many projects 
· Excellent communication skills                      10-Key Calculator
· Computer Proficiency                                    Word Processing and Typing
· Data Entry                                                    (MS Office, Excel, PowerPoint)

EXPERIENCE
Office Assistant                                                                                                         2010 to 2012
Baltimore City Community College, Baltimore, Maryland 
· Typed departmental documents and created spread sheets  
· Entered data for reports and production items
· Maintained computerized inventory through database system.
· Managed Writing and editing reports
· Prepared Reports and assessments.
· Operated various computer software 

SCaRLeTTe JoSCeLeTTe Fashion Forward, Baltimore, Maryland                          2011 to Present
· Responsible for creating Media
· Presentation and production development
· Responsible fore developing special project and feature websites
· Developing constant and Management.
· Managing editorials and writing

EDUCATION

Baltimore City Community College, Baltimore, Maryland (2007 – 2012)
Fashion Design/Business Administration

Woodlawn High School, Baltimore, Maryland (2001- 2005)
High School Diploma

ACCOMPLISHMENTS 

· Completed Computer for Business and Typing course
· Certification for Business Leadership Merit Scholar Award 
  
REFERENCES
Furnished on request
