Michael G. Williams
613 Washington Road
Flemington, New Jersey 08822
Phone: (908) 358-5252  

Email: mwilliams@yahoo.com 

OBJECTIVE:

         To secure a position as a sales associate in the computer industry.
WORK EXPERIENCE: 

03/2007- Present     Sheldon Legal Services, Annandale, NJ
Data Entry Associate 
· Entered data for immigration services
· Managed multi-lined phones

· Process client files and  schedule appointments

· Handles various bookkeeping duties

· Maintained office in managers absence

VOLUNTEER EXPERIENCE:

· Junior Corps Volunteer at Morristown Hospital 2006

CAMPUS ACTIVITIES:

· Member of Long Valley Soccer Team

· Member of Long Valley Tennis Team

HONORS AND AWARDS:
· Long Valley Student of the Month October 2008

CERTIFICATIONS: 
· Red Cross Certification in CPR

· Hunterdon County Polytech OSHA certification

LEADERSHIP EXPERIENCE:

· Member of Long Valley Student Council 2008

· Member of Long Valley Peer Mediation Group

HOBBIES AND PERSONAL INTERESTS:

· Motocross Champion 2007

COMPUTER and PROFESSIONAL SKILLS:
· Microsoft Word 2007

· Microsoft Excel 2007
· Microsoft PowerPoint 2007

QUALIFYING SKILLS:

· Work well without supervision

· Excellent with customer support services 

· Skilled at learning new concepts quickly while working well under pressure 

· Training of new hires

· Excellent problem solving skills
EDUCATION: 

Graduation June 2009   Long Valley Regional High School, Clinton New Jersey

2008-2009



                    Hunterdon County Polytech Cooperative Education Program

2007-20098


                  Hunterdon County Polytech Automotive Technology Program
