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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	High School Diploma
	Required
	
	

	Prior experience working in a call center.
	Required
	1
	

	Prior experience processing W9 and direct deposit forms
	Required
	1
	

	Efficient and accurate data entry experience.
	Required
	1
	

	Customer Service experience.
	Required
	1
	

	Proficient with Microsoft Outlook.
	Required
	1
	

	Strong oral and written communication skills
	Required
	1
	

	Prior experience working in an accounting support role.
	Highly desired
	

	Prior experience working with classified or sensitive information.
	Highly desired
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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