Briyanna Cunningham

Bonita Springs, FL 34135
briyannacunningham3_8yb@indeedemail.com
+1 239 878 3256

| love to learn and master new skills.

Willing to relocate: Anywhere
Authorized to work in the US for any employer

Work Experience

Executive Assistant
Steven Profaca - Naples, FL
February 2018 to Present

* Data entry

* Organization/attention to detail
» Calendar management

* Bookkeeping

Residential Cleaner
Independent Contractor - Fort Myers, FL
January 2016 to February 2018

* Scheduling
e Ensure customer satisfaction
* Light to deep cleaning

Receptionist/Office Assistant
Guerrier Auto Repair - Cape Coral, FL
June 2015 to January 2016

* Process payments
* Answer phones
* Inventory

Education
Diploma in General

North Nicholas High School
June 2015

Skills

* Cleaning Experience
* Shift Management



* Residential Cleaning

* Personal Assistant Experience
* Calendar Management

* Administrative Experience

* Microsoft Outlook

* QuickBooks

» Office manager experience

* DocuSign

Certifications and Licenses

CPR/First Aid
Present

Quick books Pro Advisor
Present

Florida Notary Public
Present

Assessments
Receptionist — Highly Proficient
October 2019

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: Highly Proficient

Working with MS Word Documents (Basic) — Highly Proficient
September 2019

Measures a candidate's knowledge of basic Microsoft Word techniques for word processing, including
the use of tools to format or edit text.
Full results: Highly Proficient

Attention to Detail — Expert
April 2020

Identifying differences in materials, following instructions, and detecting details among distracting
information.
Full results: Expert

Following Directions — Expert
April 2020
Following multi-step instructions.

Full results: Expert

Verbal Communication — Expert
April 2020


https://share.indeedassessments.com/share_to_profile/3b90d6afa9a9ce1c2922daae360883edeed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/77d56a017792034a42ce00ebb25a5db2eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/9c5d1da3ef6a718815c8f35479cd380deed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/f6a0a3749ede502596bf552b55cb5088eed53dc074545cb7

Speaking clearly, correctly, and concisely
Full results: Expert

Social media — Proficient
July 2021

Knowledge of popular social media platforms, features, and functions
Full results: Proficient

Customer service — Expert
January 2022

Identifying and resolving common customer issues
Full results: Expert

Administrative assistant/receptionist — Expert
July 2021

Using basic scheduling and organizational skills in an office setting
Full results: Expert

Attention to detail — Expert
November 2021

Identifying differences in materials, following instructions, and detecting details among distracting
information
Full results: Expert

Real estate — Expert

July 2021

Matching listings with specifications

Full results: Expert

Teamwork: Interpersonal skills — Highly Proficient
May 2022

Responding to challenging team situations at work
Full results: Highly Proficient

Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.


https://share.indeedassessments.com/share_to_profile/55c8094acb68e84f97539839e3f5737beed53dc074545cb7
https://share.indeedassessments.com/attempts/3c62022cebc1e32f87776b306127ef09eed53dc074545cb7
https://share.indeedassessments.com/attempts/7d75f5fee0a87eeaaf75cf2dec7d7d2ceed53dc074545cb7
https://share.indeedassessments.com/attempts/09adc181534d208ccb66845ca81f34a9eed53dc074545cb7
https://share.indeedassessments.com/attempts/03eab619838726926ab0cfcffc4c2386eed53dc074545cb7
https://share.indeedassessments.com/attempts/3503812a28dbc2b4e54d3abf47823973eed53dc074545cb7
https://share.indeedassessments.com/attempts/437f092f4055c69a81ea5c6c49efc07deed53dc074545cb7

