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Professional Summary
Reliable and responsible college student with years of teaching and
receptionist experience. Motivated and committed to always deliver
positive and valuable contributions in all facets of teaching and
administrative activities. Certified Children's Teacher who completed
Child Safety training with background security check. Recognized for
exemplary time management, strong organization skills, prioritization,
and work ethic. Detailed and precise when entering important data and
assisting colleagues. Skilled at supporting customers with simple and
complex needs with professionalism.
Work History
The Right Choice, LLC
 - 
Receptionist
Woodbridge, VA
03/2021
 - 
Current
Victory Christian Ministries, International (VCMI)
 - 
Teacher and
Assistant/Intern
Woodbridge, VA
01/2017
 - 
Current
Organize, maintain, and update information in computer databases.
●
Route incoming mail and messages to relevant personnel without
delay.
●
Greet incoming visitors and customers professionally and provide
friendly, knowledgeable assistance.
●
Confirm appointments, communicate with clients, and update client
records.
●
Handle transactions and maintain sales and payment records
accurately.
●
Serve as Teacher of children between ages 7-12.
●
Appointed Ministry Leader in absence of Department Leaders.
●
Routinely prepare and teach classroom lessons and activities.
●
Assist teachers with classroom management and document
coordination to maintain positive learning environment.
●
Encourage small groups to discuss topics and explore concepts through
hands-on activities.
●
bennets044@gmail.com
703-399-6870
Woodbridge, Virginia 22191
Skills
Leadership
●
Time Management
●
Teamwork
●
Public Speaking
●
Verbal and Written Communication
●
Office Administration
●
Correspondence and Office Documents
●
Tutor
●
Business Operations Understanding
●
PC Proficiency
●
Education
 
May 31, 2024
Potomac Senior High School
Dumfries, VA
High School Diploma – Magna Cum Laude



Certifications
Certified Teacher, VCMI Children's
Ministry 2022 - present

Share important information with students concerning upcoming
assignments and tests.
●
Study and implement latest information on specific subjects and
learning strategies.
●
Assume responsibility for students when head teacher is unavailable.
●
Assist in maintaining engaging and respectful educational environment
by promoting discipline and cooperation.
●
Accomplishments
 
Earned "Teacher's Assistant Award" in 2021.
●
Earned Potomac Senior High School (PSHS) Rising Star Award in 2021.
●
Earned 2023 Miss Congeniality Award & 2nd Runner Up in Miss
Virginia State Association IBPO Elks of the World Beauty & Talent
Pageant.
●
Recognized by customers and The Right Choice, LLC CEO for
expedient and effective service.
●
Assisted management with the training of 3 new staff members.
●
Updated and maintained company database to reflect current and
accurate client records for more than 4 accounts.
●
Affiliations
National Society of High School Scholars (NSHSS)
●
National Honor Society (NHS) - Served as Vice President in 2022
●
PSHS Student Government Member
●
Fellowship Christian Society
●
PSHS Leadership Council Committee - Events Coordinator
●
PSHS Announcer
●
PSHS Key Club
●
PSHS Cheerleader
●
PSHS Mu Alpha Theta Math Honor Society
●
PSHS Writing Club
●
PSHS Volleyball Team - Captain
●
Tomorrow's Cultivating Youth, Inc. - Member
●
Women in Community Action (WICA) - Debutante 2023
●

