640 Chatsworth Street N. 
St. Paul, MN 55104

651-231-5344
Mjett1025@gmail.com
Michael L. Jett, Sr.



OBJECTIVE
I am interested in a position where my skills in customer service, communication, team, and organization may be utilized. I am a fast, enthusiastic and motivated learner. I am also an individual that adapts to changes in a fast past environment. 

EMPLOYMENT
	PARK WORKER
PALACE RECREATION

JUNE 2013-CURRENT
ST. PAUL, MN 

· Maintain and create activity schedule accordingly to calendar term
· Maintain a safe and clean environment.
· Answer multiple phone line
· Collect payment for all recreational programs
· Collaborate with others to reach goals 

MTF
CARE GIVER

FEBRUARY 2013-CURRENT
ST. PAUL, MN

· Administer medications
· Care for the client and assist with daily duties.
· Transport and take client to appointments, recreations, activities, and etc. 

RESIDENT MANAGER
GAUGHAN COMPANIES, UNION PARK APT.

17 MARCH 2008-1 DECEMBER 2009
ST.PAUL, MN


· Reported, collect, and deposited financials
· Processed lease agreements, related forms, and delinquent accounts
· Supervised on-sight contractors and vendors
· Performed property inspections

MEDICAL RECEPTIONIST
MINNESOTA ORTHOPEDICS

6 AUGUST 2008-JULY 2009
MINNEAPOLIS, MN

· Acknowledge and introduce myself to internal and external customers
· Check-in patients and answer multiple phone line in a timely manner
· Scan, file, and distribute all patient documents into electronic system.
· Register and schedule patient

EDUCATION
HIGH SCHOOL DIPLOMA
	St. Agnes High School


May 2002
ST.PAUL, MN

VOLUNTARY WORK
· Youth football  couch
· Youth basketball couch
· Booster Club member


2004-Current
2004-Current
2007

SKILLS
· Microsoft 7, vista, 8
· Hand held inventory scanner
· Customer Service
· Creative Thinking
· [bookmark: _GoBack]Technology operations
