‍‍April Conway
4574 S. 1st St. Milwaukee WI 53207 | 414-792-9159 | abconway3@sbcglobal.net
Objective
To use what I have been learning at MATC in my job performance as well as meet the requirements for my internship for graduation in 2017.
Education
AAS | Projected graduation in Spring 2017 | Milwaukee Area Technical College
Major: Administrative Professional
Related coursework: Keyboarding, Document Production, Business Math, Business English, Information Management, Basic Accounting
Created an E-portfolio website showing some of the work I did for class as well as a PPT for a quilting project - http://conwayab.wix.com/e-portfolio
CNa | December 2001| CVTC (Chippewa Valley Technical college
Major: Certified Nursing Assistant
Related coursework: Basic Nursing, Clinical training for Certification as a CNA
Skills & Abilities
Management
Managed a church library where I successfully implemented a paper library conversion to a computerized library. I also worked as a church secretary where I was given a letter merge project for a Christmas event.
Communication
 I volunteered as a reception where I answered phone calls and took messages for four very busy pastors and other staff members. I also communicated with fellow church members about our library needs.
Leadership
 I coordinated a library which consisted of two fellow church members working under my direction to enter books into our computerized library system. Some of my primary duties were: assigning assistants to help run the library, to assist with checking out books, helping people find resources for teaching classes, and working with the pastoral staff on my budgeting needs while keeping within my budget.
Experience
Cashier/csr | Pick n save | july 2016 to present
Bookkeeping and filing paperwork
Cashiering and customer service.
Answer phones and directing calls.

Sales associate | hancock fabrics | February 2016 to June 2016
Help customers in the store.
Answer phones and answer their questions.
Reception | Poplar Creek Church | February 2009 to March 2012
Answer and direct phones for four busy pastors and the church staff.
Create mail merge letters, newsletter for youth group, and visitor letters.
Worked on attendance books for all Sunday and Wednesday night activities.
Use ACS to update and maintain parishioners’ addresses and phone numbers.
Computerized the church library from paper documents.

References
Kayla Hall 	Hancock Fabric’s Store Manager	414-530-2151
Debbie Dausel	Hancock’s Fabrics Assistant Store Manager	414-329-8740
Emily Schulz	Hancock Supervisor	414-491-9847 or 
		e-mail: schulz.emilym@gmail.com
[bookmark: _GoBack]Carol Pedigo	Poplar Creek Church Office Manager 	262-424-7090
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