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k.port111213@gmail.com
Kiawna Porter
	

	Skills & Abilities
	
	Certifications:                                                         
· First-Aid                                                          
· CPR
· Medication Administration 
 Skills:
· Caregiver
· Customer Service
· Sales/Cashier
· Stocker/Custodian
· Entry – Level Accounting
· Studio Attendant
· Machine Operator

	Experience
	


	MACHINE OPERATOR, GIBBS DIE CASTING THRU EMPLOYMENT PLUS
August 2014 – October 2014
Operate machine equipment per specifications, assemble parts on the line, inspect and record according to the SWAT specifications. Parts were made for the automobile lines such as Chrysler and GM. Parts were packaged and shipped when they passed the inspection. If they didn’t pass the inspection, I had to do mechanical and repair work on them. I wrote up reports and delivered to the supervisor. 
STUDIO ATTENDANT, VALUE PLACE
June 2014 – August 2014
Provide Customer service, Clean rooms or work areas, Clean or wax floors, Move or fit heavy objects, Operate cleaning equipment, Dust and polish furniture and equipment, Move and arrange furniture and Prepare rooms for meetings.
direct Care Staff, Rescare
July 2013 – June 2014
Provide routine, personal healthcare, Administer medications or treatments, Change bed linens, Change dressings, Maintain records of patient care, Cook meals, Feed patients, Provide in home patient care and Take vital signs. 
Direct Staff, Quinton residental Living (Medical Leave)
April 2013 –June 2013
Provide routine, personal healthcare, Administer medications or treatments, Change bed linens, Change dressings, Maintain records of patient care, Attend to or care for children, Cook meals, Feed patients, Provide in home patient care, Take vital signs and Provide customer service.
program counselor, Dungarvin
May 2012 – June 2013
Provide routine, personal healthcare, Administer medications or treatments, Change bed linens, Change dressings, Maintain records of patient care, Cook meals, Feed patients, Provide in home patient care, Take vital signs and Provide customer service.
Merchandise Associate, TJ Maxx (Seasonal)
December 2011 – March 2012
Receive, store, and issue sales floor merchandise, Stock shelves, racks, cases, bins, and tables, Arrange merchandise displays, Take physical count of stock, Clean display cases, shelves, and aisles, Design and set up advertising signs and displays, Stamp, attach, or change price tags on merchandise, referring to price list, Transport packages to customer vehicles and Answer customer questions about merchandise.
Sales Associate, Toys r Us (Seasonal)
August 2011 – December 2011
Provide Customer Service, Receive and disburse money, Operate a cash register, Answer customers' questions, Greet customers, Maintain clean and orderly checkout area, Process merchandise returns and exchanges, Resolve customer complaints and Sell products or services.
agent, teleservices direct
May 2011 – August 2011
Provide Customer Service, Solicit orders for goods or services, Advise clients or customers, Demonstrate goods or services, Interview customers, Maintain records, reports, or files, Use computers to enter, access or retrieve data and Use telephone communication techniques.
cleaner, Mama’s own green cleaning
November 2010 – April 2011
Provide Customer service, Clean rooms or work areas, Clean or wax floors, Move or fit heavy objects, Operate cleaning equipment, Dust and polish furniture and equipment, Move and arrange furniture and Prepare rooms for meetings.
Agent, Teleservices Direct
December 2009 – May 2010
Provide Customer Service, Solicit orders for goods or services, Advise clients or customers, Collect deposit or payment, Conduct sales presentations, Demonstrate goods or services, Interview customers, Maintain records, reports, or files, Sell merchandise, Use computers to enter, access or retrieve data and Use telephone communication techniques.

	Education
	
	Benjamin Bosse high school - EVANSVILLE, IN
Graduated 2010 – Diploma Received
University of Southern indiana – Evansville, in - Accounting
Accounting (Bachelor’s Degree Program)   —  Transfer
Ivy Tech Community College – Evansville, in - Accounting
Accounting (Bachelor’s Degree Program)   —  Still Attending
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