CHESTER PAUL SGROI

15025 Vanowen Street, #129

Van Nuys, CA 91405-3705

Phone: (818) 988-5363

E-mail: chester@sgroi.com

Job Objective


To obtain an entry-level clerical position.   

Experience

2003 to present: 
Office Assistant – DM Company


5217 Fulton Avenue – Sherman Oaks, CA 91401-5906 

 
Type correspondence, do billing, FAXing, filing and research.

1995 to 1996: 
Computer Lab Monitor: Academic Computing 

CSU Humboldt, Arcata, CA 

Opened, closed, and monitored campus micro computing labs. Ticketed non-working machines along with assisting users with general computing/Internet-related queries.  

1995 to 1996: 
Lab Tech I: Disabled Student Services  

CSU Humboldt, Arcata, CA  

Assisted disabled users in the use of computer equipment along with supporting software applications installed on lab stations such as Word Perfect, Microsoft Word, and Internet Explorer. Conducted first level trouble shooting of down machines. 

1991: 


File Clerk/Typist:  Housing Department 

City of Mesa, Mesa, AZ 

Typed letters, directed incoming phone calls, and filed client records. 

Skills



( Typing 60 wpm

( A.R.M.A. Filing     ( Word Perfect   

( Windows


( Macintosh            ( M.S. Word 

( Internet


( Linux                    ( Mail Sorting 

Education

 


2004:  West Valley Regional Occupational Center, Woodland Hills, CA   



Office Procedures and Typing Certificates

1996:  Humboldt State University, Arcata, CA

Bachelors Degree in Philosophy & Religious Studies

1992:  College of the Siskiyous, Weed, CA 

Associate of Arts degree

References




Available upon request
      

