Chad William Schmick
148 South Virginia Avenue
Falls Church, VA 22046
Cell: (202) 257-8332
Email: cschmick@mac.com
 
Career Objective:
 
I hope to obtain a long-term position that will be able to utilize my skills in the capacity of customer service or office administration. In addition, locate an employer that can appreciate my level of experience in the clerical and/or retail fields.
 
Education:
 
January 2004- July 2004
Fairfax County Public Schools - Adult Education
Falls Church, VA
Major field of study: Medical Administrative Assistant Certification
 
January 1996- April 1996
344th Training Squadron
Lackland Air Force Base, San Antonio, TX
Major field of study: Supply Management
 
Experience:
 
May 2007- Present
May 2004- May 2005
Starbucks Coffee
Falls Church, VA
Position Held: Coffee Barista 
Duties: My duties included but were not limited to the following:
• Preparing and serving various coffee- and tea-based beverages and pastries, selling merchandise to customers
• Taking drink orders, entering transactions in till and making change for customers
• Answering customer inquiries, demonstrating merchandise, grinding coffee beans
• Inventory and stocking merchandise on shelves and display units
            • Miscellaneous maintenance and custodial tasks
 
May 2005- April 2007
Wachovia Bank
Arlington, VA
Position Held: Bank Teller
Duties: My duties included but were not limited to the following:
•Performing routine banking transactions for customers
• Making customer referrals to financial specialists for special bank services 
            •Cashbox maintenance                                                   
 
 
 
 
December 1999- November 2001
United States Department of Agriculture
Washington, DC
Position Held: Labeling Review Clerk
Duties: My duties included but were not limited to the following:
                 • Data entry into Labeling Information System database
     • Maintaining log-in records of meat and poultry label application submissions
                 • Researching prior label application records on file
     • Customer service / Handling inquiries pertinent to labeling review processes
                 • Receiving, reviewing and forwarding mail and fax application
                 • Operating microfilm camera and maintaining microfilm records
                 • Miscellaneous clerical and administrative tasks
 
December 1995-December 1997
United States Air Force
Lackland Air Force Base, San Antonio, TX
Ellsworth Air Force Base, Rapid City, SD
Position Held: Supply Management Journeyman
Duties: My duties included but were not limited to the following:
            • Maintaining Standard Base Supply System database records
• Processing and recording of equipment orders and transactions with base organizations
• Pick-up of unserviceable equipment to be processed for repair or disposal
• Processing and delivery of unserviceable equipment to repair organizations or depots
            • Customer service / Handling inquiries with base organizations
            • Inventory of Avionics Parts Store warehouse
            • Miscellaneous maintenance and custodial tasks
 
Skills:
 
My skills include but are not limited to:
 
• Excellent customer service skills
• Windows and Macintosh knowledgeable
• Microsoft Office Suite (Word, Excel, PowerPoint)
• Keyboarding (45 w.p.m.)
            • Excellent writing and communication skills
            • Data entry experience
                        • Details oriented
                        • Neat and organized
                 
References:
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