
	Amber Williams 

	343 E. 107th street Chicago, Il 60628

	Ambwill85@gmail.com 773.241.4593


	 EDUCATION      

	                Realtors Real Estate School                                                                          Chicago, IL

                  Real Estate Sales Person

                National Louis University

                                                             Chicago, IL

 Applied Behavior Science

                 Kennedy King College                                                                                 Chicago, IL                                                      

  Associate of Arts Degree, May 2005

Olive Harvey College                                                                                   Chicago, IL

 Business major, September 2001- May 2005

                Security Training Center Incorporated                                                     Chicago, IL

                  20- Hour Certificate Completion, August 2004 

                                            Unarmed Basic Training Major


EXPERIENCE      A CHILDS WORLD                                                                       Chicago, IL

                                Director/Head Teacher 

	2006-2010
	Maintain a positive enrichment for students

Develop skills and creative activities

Coordinate and compile weekly publicity  and parent notification letters 

Communication system operator 

Give tours of school to potential clients

 Book Keeping
Prepare wall displays

Partake in light cleaning 

Provide customer service 
Office management 

Data entry

Filling 

Supply distribution 

Supply management   


2006-2007               BUNNYLAND DEVLOPMENT                                                 Chicago, IL

                                Teacher- three year olds, infant/toddler room 
	
	Maintain a positive enrichment for students

Develop skills and creative activities 

Insure daily nutrition 


2005                        CHILD CARE SERVICES


                       Chicago, IL

                                Home Care Provider
	
	Provide daily school  transportation 

Insure daily nutrition 

Provide academic assistance

Develop skills and creative activities 


2004-2005              COMMUNITY LEARNING CENTER

                       Chicago, IL

                                Book Keeping Assistant 
	
	Maintain cash and receipts for field trips, fundraisers, tuition and supplies 

Balance of payroll

Part time Volunteer Teacher’s Assistant

 Facilitate story time 

Create a sit down dinner setting for meals

Develop skills and creative activities


2004                        BEST PRICE/ONE PRICE CLOTHES

                        Chicago, IL

                                Sales Associate 
	
	Operate register 

Fitting room attendant 

Prepare floor displays

Partake in light cleaning 

Provide customer service 


2003- 2005             REACHING NEW HIGHTS


                        Chicago, IL

                                Secretary
	
	Communication system operator 

Book keeping 

Office management 

Data entry

Filling 

Supply distribution 

Product management   
Partake in light cleaning 
Provide customer service 



2002- 2003             FENGER ACADEMY SEMMA PROGRAM                                Chicago, IL

                                Clerk
	
	Data entry

Filling 

Supply distribution 

Operate register 


OFFICE SKILLS 
	
	Word Processing

 Excel

Access 

Power Point 

Microsoft  Word

 Word Perfect/Corel 

Microsoft Publisher 

Print Shop

 Photo Shop 

Fax Machines

Scanners

Digital Cameras

Printers

Copiers

DVD/CD write drives 



