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	To secure a position with a company where my skills with organization, document management & out of the box thinking will help the organization, their clients & I become better than we were yesterday.

	

	Volunteering

	

	American Red Cross—Evansville Wabash Valley Regional 
Records Management—Volunteer
	March 2014 to current

	· Retrieve, upload & review the volunteer records for completeness, accuracy & timeliness; Paper & Electronic records.

	· Call volunteers to confirm information in personal profile account. 

	· Work closely with the Regional Volunteer Director to continually, improve the database system & components.
· Screen volunteers for the positions available 

	· Posey County Office—Answer calls

	
	
	
	
	
	
	
	

	Key Skills

	

	· Experienced in scheduling appointments, trips & events.

	· Skilled in creating new records, paperwork & reports:  Data entry—140 dpm; Typing—60 wpm; Transcription

	· Ability to maintain up-to-date, confidential records by processing changes in a timely manner & in compliance with requirements.

	· Capable of administering programs & procedures within organizational goal ; 

	· Able to track the progression & performance evaluation process; Detailed oriented

	· Expert in Microsoft Office; Outlook Express; Key office equipment; Multi-line phone systems; 
· Flexible, Organized & able to multi-task; 

	
	
	
	
	
	
	
	

	Education

	

	Harrison College, Evansville, Indiana
A.A.S   Administrative Professional
President—Harrison College Business Club
	September 2013

	
	
	
	
	
	
	
	

	Work History

	

	Employment Plus, Inc, Vincennes, Indiana
Internship—completed 160 hours
	April 2013—June 2013

	· Greeted new incoming associates; assisted new associated with application process.

	· Administered skills testes; explained job opportunities & maintained new hire paperwork.

	· Scheduled interview & new hire orientation. 
· [bookmark: _GoBack]Screened candidates for appropriate qualifications & certifications.

	
	
	
	
	
	
	
	

	Bethany Village, Anna, Illinois
Clerk
	October 2004—July 2005

	· Maintained records, scheduled appointments & checked-in clients.

	· Monitored secured facility & performed light housekeeping duties.






