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Inspector



· Associate of Applied science In Computer Information Systems, Schoolcraft College

· Four years of experience as an office assistant, answering phones, handling of customer inquiries, typing of quotes, reconciling cash payments with invoices using Quick books.

· Six years experience as a tax preparer, interviewing of customers to determine appropriate forms to file to maximize refund, operating of office machines, such as photocopier and fax machines, and use of computer software system to file returns electronically with the IRS.

· Well organized and detail oriented, with the ability to multi-task.

Technical Skills: Microsoft Office Suite, Adobe Creative Suite, HTML and CSS

Education

Schoolcraft College, Livonia, MI



Associate of Applied Science-CIS, 2013

Liberty Tax Service 





Tax Preparation Certification, 2004

Related Skills

·  Proven interpersonal skills dealing with individuals of diverse backgrounds. Ability to work well in a team environment as well as individually.

· Well organized with the ability to multi-task.

· Concerned with quality.  Ensure tasks are completed correctly and on time

· Good written and verbal presentation skills

· Willing to try new things and am interested in improving efficiency on assigned tasks

Volunteer Experience 

· Working with children to improve literacy at the elementary level.

· Preparing of tax returns for low income individuals.

Employment History 

R&W Topnotch Concrete- Dearborn, MI
              Part-time Office Assistant
              2009-2013

· Answering telephones, scheduling and confirming of estimates.

· Copy, sort, and file records of activities, transactions, and jobs completed.

· Preparing of quotes and estimates for Corporations as well as residential customers.

 Ford Motor Company-Flatrock, MI

Assembly line worker

         Summer 2012

· Assembly of the Mustang and Mazda 6 according to specifications.

· Perform quality checks on parts to ensure they meet quality standards. 

· Perform all the tasks required in various procedures.

Les Stanford Cadillac-Dearborn, MI

Paint Technician


2006-2008

· Scheduling of vehicles to be repaired.

·  Track vehicles throughout the dealership to determine stage of completion.

· Ordering of inventory, determining amount to be used per month.

· Acted as a liaison between paint department and other departments of dealership. 

AIS-Milford,MI 



Automotive Inspector


2001-2004

· Tracking of off lease vehicles for GMAC. 

· Inspecting of vehicles for damage.

· Determining cost of repair for damaged vehicles.

· Scheduling damage reviews with customers and evaluating vehicles for repairs.

· Acting as a liaison between various insurance companies and repair facility.

