Jolissa M. Weeda
8078 Sierra Madre Trail
Kalamazoo, MI 49009
(269) 353-9964
jolissaweeda@hotmail.com
QUALIFICATIONS 
· Keyboarding skills of 65-70 words per minute (wpm). 
· Proficient in Microsoft Word, Excel, PowerPoint, Access, Project. 
· Skilled in making ads, flyers, cards, and publications with Microsoft Publisher.
· Work daily with computers and office machines (printer, scanner, fax, copier).
· Very organized and detail-oriented.
· Photography and playing organ/piano are my favorite hobbies.
EDUCATION 
Kalamazoo Valley Community College, Kalamazoo, MI			          		September 2010-December 2014
Administrative Assistant (Associate’s Degree)					August 2014
Current Concentration: General Studies (Associate’s Degree)				December 2014		 	  
[bookmark: _GoBack]WORK EXPERIENCE 
Family & Children Services, Kalamazoo, MI					        February 2014 until January 31, 2015
	Clerical Support (Part time)
Work with large quantities of confidential information. Scan consumer information into online database. Follow specific filing protocol as directed, sorting data into client binders. Enter consumer incident reports into database, and request expiring medical/assessment information from clients’ case managers. Create consumer packets for Respite, Link, Family-Directed Respite programs for intake/consent of new consumer information. Gather mail from downstairs mailbox, sort, and give to appropriate employees.

Kalamazoo Valley Community College Bookstore, Kalamazoo, MI 	        		      August 20, 2011 until January 10, 2014
Bookstore Clerk (Full time, part time, and temporary)
Performed cashiering duties during Fall, Winter, and Summer book rush. Inputted financial aid receipts on individual students’ accounts as required by employer. Helped students find their textbooks according to their specific class schedule. Answered the phone (headset).

Edwards Garments/Kazoo, Inc., Kalamazoo, MI				        	       July 14, 2013 until December 25, 2013
	Warehouse Clerk (Part Time)
Accurately pick batch orders as required by supervisor, utilizing organizational skills and detail-orientation. Pack merchandise into company packages for FedEx & UPS delivery.

Mr. Mike Stoline, Kalamazoo, MI								            April 2006 until April 2010       
Barn Helper (Seasonal)	
Mucked out his horse stalls and llama sheds during his yearly spring cleaning. Fed and watered his animals (horses, llamas, cats), took care of mail and newspaper, and watered his plants if he went on vacation.
VOLUNTEER WORK 
American Red Cross, Kalamazoo, MI						       September 2013 until December 2013
Administrative Assistant – Intern (Part time, Temporary)							       	
Create spreadsheets, documents, and flyers for Disaster Action Team (DAT). File, copy, and print resources for use in Red Cross projects. Call DAT members to confirm existing information on file. Use Microsoft Excel to enter data onto roster/database, then update Volunteer Connection website. Coordinate with AmeriCorps members to complete disaster projects. Assist with front desk when necessary.

Cheff Therapeutic Riding Center, Augusta, MI		    				      Summer 2009, May-June 2011	
Barn Worker (Part Time)	
Volunteered approximately 60 hours. As leader, led horses being ridden by handicapped kids around the arena. As side-walker, made sure of the handicapped kids’ security while going around the arena. Also, before going out to ride, helped them tack up and groom the horses. Performed other barn chores, such as mucking out and feeding. 

