DAITU BURKA
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651-645-5071

Gifty.gunja@gmail.com

Summary of qualifications

· Over five years of work experience in customer services environment.
· Excellent customer service skills. 
· Two years of experience in janitor services. 
· High School Diploma and College Certificate.  
· Fluent in Amharic, Oromo and English. 
WORK EXPERIENCE 
JUST IN CASE, Minneapolis, MN





                              07/2012 – Present 
Packaging

· Assemble, package, and label various food products on a fast-paced production line.

· Follow specific procedure to load products into boxes, and mark them using identification stickers.

· Inspect products for quality throughout the production process.

· Work both independently and as part of a team to meet and exceed production deadlines. 

OROMIA REGION SUPREME COURT, Addis Ababa, Ethiopia                                                     01/2008 – 03/2012
Customer Service/Receptionist 
· Responsible for answering phone calls and make the appropriate transfers.  
· Maintained the court case files in accurate and complete manner. 
· Kept a positive attitude with callers who had negative reactions and complaints. 
· Learned to adjust weekly schedules and plans, and solve problems as they came up.
· Kept clean and organized work area. 
OROMIA REGION SUPREME COURT, Addis Ababa, Ethiopia 
                                                    01/2006 – 01/2008 
Janitor 
· Ensured cleanliness of office buildings by sweeping, mopping, and vacuuming according to supervisor instruction.
· Followed procedures for use of chemical cleaners and power equipment to prevent damage or injury.
· Cleaned bathroom windows and mirrors with sponges.
· Collected trash and recycling from wastebaskets and transported it to the appropriate disposal areas.
EDUCATION

Business Management Certificate 

Queen College, Addis Ababa, Ethiopia                
                                                                 2009
High School Diploma 

Nedjo Secondary High School, Addis Ababa, Ethiopia  


               
2006 


