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Aubrey Miles

	Summary of qualifications
	General office assistance.  Skilled in working with computer software and hardware with practical experience with all Microsoft Office programs and PrintShop.  Familiar with data-entry in spreadsheets and databases.  Have dealt with merchandise receiving, inventory, and pricing.  Experience in handling employee timecards and payroll.  Acted as company’s merchandise vendor contact.  Also familiar with secretarial duties such as handling multiple-line phones.

	Work experience
	2003-2004
Gardner Village
West Jordan, Utah

Purchase Order Desk

· Maintained contact with merchandise vendors and received product into electronic database.  Dealt with inventory for five stores.  Relayed information between vendors and company employees through e-mail, fax, and phone.  Engaged in fast-paced data-entry on a daily basis.  Created sales signs using PrintShop.  Also assisted with accounting, timecards, and payroll as well as many other office tasks.

2001-2003
Self Employed
Sandy, Utah

Piano Instructor

· Provided private lessons in musical practice and theory to beginning through advanced students.  Managed all billing and receipts, as well as lesson and recital scheduling.

	Education
	2004-Present
Utah State University
Logan, Utah

Bachelor’s Degree in Asian Studies, Minor in Japanese

· Currently two semesters away from graduating with a BS in Asian Studies with an emphasis in Japanese language and culture.

2002-2004
Salt Lake Community College
Sandy, Utah

Associate of Science Degree

· Completed two-year degree in general studies, making the Dean’s List for two semesters, and the President’s List for the other two.

	References
	Mrs. Angela Seeley, Business Owner

Gardner Village

West Jordan, Utah, 84088
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