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2015 |
[bookmark: _GoBack]● Accretive Health [October 2014 – Current]
Position: (Customer Service Rep/Medical Insurance Billing) Advanced clerical duties, filing requests to properly bill insurance companies, resolving registration or quality of care errors for patients.
2014 |
● Advia Credit Union [October 2013 – Current]
Position: (Teller/Customer Service Rep) Extensive cash handling and advanced clerical duties. Suggestive selling financial products & services to members that best suit their lifestyles. Use of point-of-sale, administrative, and data entry software to process information.
2013 |      
●Kalamazoo Public Schools [May 2013- Sept 2013]
Position: (Book Warehouse Clerk) Receptionist duties. Organizing, labeling, and distributing books and materials used for school year. Use of data entry technology to fulfill orders for corresponding educational institutions. 

●Small World Learning Village [Dec 2012 - July 2013]
Position: (Assistant Teacher) Use of stimulating material to create and deliver educational curriculum for daycare aged children. Develop healthy social relationships with children and corresponding guardians.

●Macy’s Incorporated [Oct 2012 – Jan 2013]
Position: (Retail Associate) Providing quality customer  service, assistance and fashion insight for customers. Incorporating financial incentives during transactions to boost company sales. 


ABOUT
Proven to be enthusiastic, hard working, determined. Has an exceptional ability to establish rapport with others based on outstanding communication skills. Accelerated learner with ability to successfully adapt to surroundings due to variety of work experience.

2012 |
●Goodwill Industries of SWM [Sept 2011 – January 2012]
Position: (Retail Associate) Utilizing retail environment to  create employment opportunities and assist those financially in need. Tend to physical appearance of sales area and monitor transactions.

2011 |
● Kalamazoo Public Schools [May 2011 – Sept 2011]
Position: (Temporary Secretary) Assisting Teaching and Learning Services with advanced clerical and administrative duties. Sorting and distributing curriculum material to corresponding schools. Designing materials used for school year.

2010 |
● Kalamazoo Public Schools [June 2006 – August 2010]
Position: (Pre-K, K & Elementary Paraprofessional) Assisting and supporting head teacher with academic organization, implementation of reading, math or science curriculum. Creating strategies and activities for more effective learning environment. 



EDUCATION
 Concentration: Journalism / Public Relations

 Kalamazoo Valley CC [June 2011 – Current]
 
Western Michigan University [April 2012 – Current]

 Wayne State University [August 2009 – April 2011]

 Loy Norrix High School [Graduated June 2009]

SKILLS

●Working knowledge of Internet, Microsoft Office, Adobe Photoshop/InDesign, Corel Paint Shop Pro, Social Media platforms
●Experience in HTML page layout and design, media marketing
●Basic and advanced clerical duties                                                           




ETC / INTERESTS
Performance poetry

Fashion

Vocal performance

Freelance writing

Choral director

Community activism and service

Working with children




















ACCOMPLISHMENTS

● Former member of Wayne State University’s Journalism Institute for Media Diversity (2009-2010)
●Michigan Interscholastic Press Association Excellence Award for Sports Writing (2008)
●Ignite Student Mentoring Certificate of Honor (2008)
● Featured Kalamazoo Gazette / MLive Rising Starts (2007)
●Community Commentator/Presenter for “Word Up, Word Out” Youth Forum (2006)



VOLUNTEER EXPERIENCE

Kalamazoo Community Healing Center

Kalamazoo Public Schools

Kalamazoo Parks & Recreation

Detroit’s Children Center

Kalamazoo Gospel Mission / Ministry With The Community
 
Galilee Baptist Church

iWooLoo Women’s Empowerment Organization

Kalamazoo CARES
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ash.davis09@gmail.com
115 E. Maple St, Kalamazoo, Ml 49001

(269) 823-2804
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