Mrs. Tamie Paroff 
591 Alden Nash Avenue SE ● Lowell, MI  49331 ● 616-430-8756 ● tamieparoff@aol.com

OBJECTIVE
[bookmark: _GoBack]To obtain an inventory assistant position.

EDUCATION
Grand Rapids Community College/Assoc. in Office Adm.	      Expected Graduation: December 2014
 Ferris State University/ Assoc. in RHIT                                            Start Date: August 2014, Evening/ online classes

RELATED COURSEWORK

· Records and Information Management
· Editing and Proofreading
· Accounting Fundamentals
· Microsoft Office Excel, Access, Word, Publisher, PowerPoint 2013
· First aid/CPR/AED for first Responders		
· Business Communication
· Business and Technical English
· Office Ethics and Etiquette
· English writing classes 101, 102
· Psychology 201 
· Medical Terminology 103

· 
CERTIFICATIONS and AWARDS
Kent Records Management, INC.          							          November 2013
BLS-First Aid/CPR/AED									                    May 2014
Dean’s List honor roll
RELATED EMPLOYMENT
Macy’s Department Store
Customer service								           October 2014—February 2015
· Help the customer achieve a pleasurable shopping experience at Macy’s to assure their return visit.
· Handle any grievances the customer has in a professional, pleasant manner.

Manpower, INC.								 		
Office Support/Amway, Inc.         						       November 2012 – February 2013
· Accurately entered data from daily safety and housekeeping reports
· Developed spreadsheets and graphs in Microsoft Excel for a factory production line
· Created and organized filing system for eight cabinets holding machine books, past reports, and sales information in order to increase efficiency 
· Designed standard operating procedures for the setup mechanics/SOP handbook

Sunnyside Daycare 											    
Owner and Operator									      May 2000 – October 2008
· Cared for up to six children at a time between the ages of newborn and twelve
· Emphasized confidentiality in order to create a strong and trusting client/child relationship
· Ensured compliance with state and federal rules and regulations

Serenity Lawncare and Snowplowing  								    
Co-Owner and Operator								      October 2004 – June 2006
· Cultivated relationships with potential and current clients in order to provide stellar customer service
· Updated records in Microsoft Access and Excel and produced billing daily
· Managed marketing strategies

OTHER EMPLOYMENT
Skid Loader/Hi-Lo Driver 	   Manpower, INC 					                 August 2011 – Present
Housekeeper 			   Sentinel Pointe Assisted Living/Private Business Owner	            October 2007 – July 2013
