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Objective

To obtain a safe workplace position making use of business and interpersonal skills while helping the organization and our community daily with circumstances and making them uncomplicated from experience, education and strong work ethnics.

Work Experience
Assembly line worker
Chrysler - Detroit, MI
June 2012 to Present
Work with hands exclusively. Understand tools and various types of equipment assembly. Situate small, medium and large parts as sub-assemblies connecting parts to operate a stock in a neat appearance. Long hours standing and handling equipment.

Clerk Specialist
Retirement Systems - Detroit, MI
January 2006 to August 2012
Handled multi phone line system, voice-mail messaging, e-mail and in-person requests. Routed phone calls to proper party and relayed information. Processed direct deposit authorization and direct deposit cancellation forms. Distribute mail. Send correspondence for life insurance claim for beneficiaries, estate or providers for insurance pay out. Respond to beneficiaries and/or provider via telephone, handwritten/check-off letters or by a typewritten self-composed letter for necessary documentation requirement. Return, stop, hold & start payroll for pension. Arrange a variety of forms for pension and health insurance enrolment and use programs for data entry. Determine new procedures by study and evaluation of office procedure recommending restructure for smoother routine.

PBX Operator / Guest SERVICES
Atheneum Suite Hotel - Detroit, MI
April 2005 to January 2006
Handle inbound calls for hotel occupants to check-in hotel rooms. Handled office machinery such as
Fax, copier, food/snack and beverage log in/out system. Communicated two way radio for security.
Maintain for middle and upper class business professionals.

Typist
First American Equity - Troy, MI
February 2000 to December 2001
Maintained updated tax database for various counties. Typed description of property dimension from deed
of mortgage homeowners into mainframe. Proofread mortgage documents scanned into database.

Receptionist/File Clerk
Mel Farr Automotive - Ferndale, MI
March 1997 to January 1999
Customer service professional with duties handling multi phone line system to routed incoming calls for a team of 25 collectors and management team. File records in numerical and alpha order. Cash handled car payments. 
.
Education
Wayne County Community College			Detroit Business Institute - Downriver, MI
Associate Degree Business Administration		Legal Administrative Assistant 
2014 to Present					Certification Complete  	2005

Mackenzie High School				Award Soroptomist Women of the Year
General Studies 					DBI - 2005
Diploma Complete 1999		

Skills
Typing 50-60 Wpm, Computer literate, Office machinery, Assembly line production, Customer service,
Secretarial, Benefit of pension, health and life insurance.

Additional Information
COMPUTER KNOWLEDGE: Microsoft Word, Access, Excel, Workflow and Powerpoint2003
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