
KEITH LEVESQUE
____________________________________________________________________________________________________________
ADDRESS:

31 Parker Hill Ave
Milford, MA 01757
PHONE:
(508) 617-0839
OBJECTIVE:
To obtain a position with a successful & growing company that will employ my education, abilities, and interests in writing, multimedia, communications, and / or journalism.
SUMMARY:
Fast learning individual with strong communication, training, and managerial skills.  Proficient in Adobe graphic suites and Microsoft software.
EDUCATION:

University of Massachusetts Dartmouth
BA in English, Writing, Communications, and Rhetoric

Bristol Community College




AS in Liberal Arts

EXPERIENCE:

2007 - Present



Onprocess Technology



Logistics Service Representative




-Daily tasks include; calls out, receiving calls, email and fax.
-Use UPS website to generate shipping labels and tracking numbers, In charge of overseeing the

 export of daily shipments.

-Conduct daily tasks using Microsoft Office, Word, Excel, Access and Outlook

-Trained in twelve programs primarily; SonoSite, Cisco, Dell, and Direct TV, also went through

 Asurion certification/training.

-Multitask in fast paced environment using four or more programs as well as using specific
 program web tools like; Cisco ART tool, Comcast Activations tool, and SonoSite Ultrsound
 Upgrade tool.

2006 - 2007
Catholic Memorial Home
Cook and Kitchen Supervisor

- Train and direct activities of other workers who assist in preparing and serving meals.
- Assure that all sanitation and safety standards are met.
2001 – 2006

A-1 Pizza
Supervisor
- Train and direct activities of other staff.

- Conduct pay roll and scheduling tasks.

ASSETS:
· Proficient knowledge of Microsoft Office (Word, Excel, Access, & Outlook)
· Demonstrated creative writing skills
· 7 years of customer service experience
· 4 years of managerial and training experience 
· Ability to work both independently and collaboratively 
· Excellent time/project management ability 
· Excellent attention to detail and dedication to accuracy 




References and Writing Samples:   Available Upon Request

