
Michael J. Polk

146 Niagara Lane

Willingboro, NJ 08046

(609) 871-6326

bittahmp@netscape.net

PERSONAL PROFILE

· A high-energy, enthusiastic and dependable individual with extensive public contact and experience in retail environments with progressively responsible positions.

· Motivated self-starter with an aptitude for learning new skills quickly.

· Willing to travel within the NY/PA/NJ area.

TECHNICAL SUMMARY

Operating Systems:
Installation and configuration of MS DOS 6.22, Windows 3.1, Windows 95 A, B, C Windows NT Workstation 4.0, Novell Intranetware 4.11 server

Software:
Installation and configuration of Windows for Workgroups McAfee VirusScan, MS Office 97 Professional, Ghost 5.0

Hardware:
Installation and maintenance of IBM PC’s and compatibles, HP LaserJet Printers

EDUCATION

The Chubb Institute, Cherry Hill, NJ
 


June 2000

Diploma in Computer Technical Support

Benedict College, Columbia, SC 






1995-1997

Earned 39 credits towards a degree in music education

WORK HISTORY

Kohls, Westampton, NJ                                                                               

1998-present

Assistant Point of Sales Supervisor

· Train associates in cash handling techniques, credit card procedures, and loss prevention procedures.

· Perform opening and closing store duties with accountability for $1,000 tills.

· Provide guidance, vision and support to the department.

The Wiz, Moorestown, NJ                                                                        

1997-1998

Best Buy, Mt. Laurel, NJ                                                                          

1998

Music Department Associate

· Guided customers in choosing music selections, restocked merchandise, and directed customers to their specific areas of interest.

· Maintained orderly department appearance.

· Assisted customers with inquires and provided all pertinent information.


