Charles A. Dodson

370 Turk St.  #M-446, San Francisco, CA 94102

Home: (415) 820-3200 x105
Objective: Entry-level postal clerk or other customer service related position

Summary of Qualifications

20 years of courteous & patient customer service 

Clerical experience including cash handling, mail handling & inventory 

Basic computer skills: Microsoft Windows and some Word

Highly reliable & dedicated: always punctual, focused, & trustworthy
Experience

Customer Service

· Greeted visitors to the wax museum and issued tickets

· Provided general information on hours, prices, location, and other attractions

· Answered and directed phone calls to other staff

· Maintained patience and professionalism when helping difficult people 

Clerical Assistance

· Counted and balanced the sales drawer daily: accounting for cash, coupons and credit receipts

· Collected, sealed and stamped or metered outgoing mail

Janitorial

· Kept the wax museum clean, including sweeping/mopping floors, dusting, and taking out trash

Work History

Street Sweeper, PAES Work Assignment, San Francisco, CA

01/03 – 10/03
Care Provider, Friends & Family, San Francisco, CA
10/98 – 12/02

Cashier & Arcade Attendant, SF Wax Museum, San Francisco, CA
10/78 – 09/98

Education

Certificate, PAES Express to Employment Seminar, San Francisco, CA, 1/04

AA in Liberal Arts, City College, San Francisco, CA

Diploma, Lowell High School, San Francisco, CA

