••••• J. •••••
••••• Congress Avenue
Indianapolis, IN•••••
Phone: (•••••) ••••• or (•••••) •••••
•••••

Objective
I am interested in obtaining a full-time position that will allow me to continue using my present skills, as well as have the opportunity to grow professionally.


Education

Certifications
Nurses Aid Training Center, CNA Certification, May •••••
Artistic Beauty College - Cosmetology License, August, •••••
Clark College - School of Secretarial, August, ••••• - May, •••••
Attucks High School - Diploma, June, •••••

Technical Proficiency
Microsoft Office Applications
Bookkeeping, mail room experience and retail.


Experience
Allisonville Elementary Indianapolis, IN August ••••• Present
Bookkeeper and Cashier
- Responsible for daily deposits.
- Responsible for monthly deposit inventor.
- Customer Relations.
- Parent interaction.

The Badger Company Indianapolis, IN October ••••• June •••••
Receptionist and Mail Clerk
- Responsible for telephone order taking.
- Responsible for tracking orders via •••••.
- All mail room duties.
- Answer multi-line telephone system,
- Customer Relations.

DEB-E-NAIR SALON (Self-employed Hairstylist) Indianapolis, IN June ••••• Ongoing
Hairstylist/Salon Owner
- Responsible for daily operations of the salon.
- Meet and greet clients.
- Appointment scheduling.
- Answer multi-line telephone system.

Indiana Sports Corporation Indianapolis, IN April ••••• (Temp. position, as needed basis)
Receptionist
- Responsible for answering multi-line switchboard.
- Meet and greet guests
- Assist with meeting preparation and planning.
- Sign for deliveries.
- Data entry and filing
- - Assist the Executive Assistant to the President as needed


Activities

Messiah Missionary Baptist Church Nurses Auxiliary
Messiah Missionary Baptist Church Hat Tea Committee Member
