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Charles R. Baker
97 Summer St., Apt. 1

Adams, MA, 01220

413-841-0695

crbaker012@gmail.com

Objective
To obtain a position where my clerical experiences and skills can be utilized
Skills
· Customer Service/Front Desk trained 

· Experienced in registering guests and taking phone reservations 

· Familiarity with both PC and Macintosh

· Proficient in Microsoft Office 

· Ability to prioritize tasks

· Verbal and written communication 
Experience

Night Audit
Vacation Village in the Berkshires, Hancock, MA 01267

August 2014 – January 2018
· Accounting and auditing

· Clerical work

· Guest services

· Data entry

· Maintenance


Store Clerk

West Street Wine and Spirits, Pittsfield, MA 01201


April 2014 – Present

· Sales

· Maintenance

· Stocking shelves


Front Desk (seasonal) 
Bascom Lodge, Adams, MA 01220




May 2013 – October 2013
· Hotel and restaurant reservations

· Guest services

· Clerical work

· Bartending

· Gift shop sales

Freelance book reviewer 
Indiereader.com, online independent book reviews 


December 2012 - present
· Writer of thoughtful and illustrative online reviews of books

Guest Services Associate
The Berkshire Museum, Pittsfield, MA 01201


August 2011 – January 2012
· Customer service and relations

· Gift shop sales

· Clerical work and office work
Freelance reporter 
Berkshires Week (Berkshire Eagle insert) Pittsfield, MA 01201
June 2011 – January 2013

· Writing articles about local culture and arts and entertainment events

Education

Bachelor of Arts, English/Communications

Massachusetts College of Liberal Arts, North Adams, MA

May 2011
Intern 
The Berkshire Eagle, Sports Department



June 2010 – August 2010
· Editing and proofreading articles and columns

· Reporting on local sporting events

· Clerical and office work

Copy Editor 








MCLA's student newspaper, The Beacon



Fall 2010 – Spring 2011
· Editing and proofreading articles and columns

· Writing reviews and articles


