                                                                          KEVIN F SMITH







                                               37-44 61ST street, APT#3B WOODSIDE, NY 11377



                                                                            (718) 864-6318
                                                                 kevinfsmith6975@gmail.com
Objective:  To obtain a position in the office equipment technology field with a company that has room for growth.

· Education:                            
QBI The Training Institute Inc.               Long Island City, NY 

       2008        
   Office Equipment and Photocopier Repair Certificate
Theory – Basic and Advanced Troubleshooting Techniques,  Digital Copier Process, Preventive Maintenance, Component Assembly/Disassembly, Knowledge of Xerographic copy process,  Mechanical Troubleshooting, Installing and removing computer software and  Hardware, basic networking TCP/IP, Schematic reading,  Basic Electronics
Instructional Equipment /Troubleshooting experience:
Copiers- Sharp SD 3062, SF 2120, CANON Image Runner 400e, CANON CLC 1120
Panasonic FP7750, Mita 5590

PRINTERS- HP 2&3&4, HP5S1, HP4000 & 5000, HP2200 & 1100, HP8000 & 8100
HP COLOR LASERJET 5, HP COLOR 4500, HP 8500 & 8550D
· Ocean City High School, Ocean City, NJ                                              1994
Received: High School diploma 
Employment:         






                   

Long Island College Hospital                   Brooklyn, NY                          2006-2007
                  
Medical Assistant (Clinical Internship): Perform Phlebotomy, EKGs, Vital Signs, Blood Specimen Collection and Processing. Assisting doctor with CP Examinations and Surgical procedures i.e. core biopsies.   Blood/ Specimen. Schedule Appointments. Maintain medical records. 

 Timothy Robinson MD                            Bayside, NY                                      2005                     
Medical Assistant (Extern): Perform Phlebotomy, Electrocardiogram (EKG), Vital Signs, PFTs, Blood Specimen Collection and Processing, Also assisted doctor with Physical/Special Examinations Make follow up appointments Send reports to Dr's office for each patient. Kept a daily journal of accounts and medical records.

· Staples Inc.,                                   New York, NY                         2002-2006
Customer Relation Associate: Duties include sale and advice on trends, quality and vales of merchandize.  Answering customer’s questions regarding to sale and promotion.  Handling cash and credit transactions.  Maintained and produced reports for management; Installed and maintained displays; trained associates, co-coordinated employee schedules. Word processing, faxing, scanning, copying, filing and verbal to computer dictation. Maintained sales and customer databases; Responded to customer inquiries by phone and in person; Maintained department sales budget and goals; Inventory control (cycle counts).

Mr. Frank Bateman,                                 Cherry Hill, NJ                      2002-2003                                                 
Patient Companion (P/T): Accompanied patient on various field trips and appointments.  Provided daily personal care. Checked patient for vital signs and charted on patient’s records. Checked vital signs (TPR & BP) & reported any strange event that may have occurred to the patient's doctor. Took patient to his physician. 
· Pergament Hardware,                  Long Island City, NY             2001-1997             
Hardware Tech: Prepared reports and sales forecasts; Word processing; Extensive filing; Data Entry; Inventory control (cycle counts); Scheduled trucking company appointments; Loaded/unloaded, detailed and logged the receipt of merchandise through machine operation; Special order receipt, location & retrieval; Machine inspection; Forklift certified.
                                                                  Reference available upon request      
