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Extremely talented, self- motivated, enthusiastic personnel Management and Administrative Professional with more then 7 years of experience in both public and private sector, aiding in the preparations of policies and procedures ,preparing marketing strategies, management strategies, and policy revision, to the best possible standards of excellence , transparency and compliance with all external regulations, administrative and financial management standards and internal policies and procedures. Proven track record of good interpersonal skills and ability to establish and maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity including gender balance. I am guided by a personal commitment towards professional excellence and a respecter of deadlines
Brooklyn Park, MN 55443 c_kalloh@yahoo.com - 6122615355
Willing to relocate: Anywhere
Authorized to work in the US for any employer
WORK EXPERIENCE
Packaging machine Operator 1
Volt- St Jude Medical - Plymouth, MN - 2016-06 - Present
Working within an clean room environment, following entire clean room procedures by wearing PPE, building medical devices in accordance with the manufacturing process(MP), working with varieties of tools, (calibrated rulers, calibrated weights, 
Calibrated fixtures, ) working long hours under the microscope inspecting for defects, dents, scratches ext.
Packaging materials after inspection to be shipped out to cliernts.
Clean Room Operator 1
Prostaff- (Medtronics) - Plymouth, MN - 2015-02 - 2016-06
Working in an clean room environment in accordance with the safety rules by wearing PPE in order to build medical devices(balloons and catheters) by assembling plastic and metal components in accurate accordance with the manufacturing procedures (MP). Work with engineers and technicians to resolve line issues. Working with Microscope by inspecting in process parts for quality products.
Teller/Customer Service
Echo Bank Liberia - Monrovia, CA - 2013-06 - 2014-06
Provides account services to customers by receiving deposits and loan payments; cashing checks; issuing savings withdrawals; recording night and mail deposits; selling cashier's checks, traveler's checks, and series e bonds; answering questions in person or on telephone; referring to other bank services
3rd Lead Trauma Counselor/Case Worker
Liberian christain Women Out reach - Monrovia, CA - 2012-01 - 2013-08
Responsibilities
Provides out reach and minimum medical aid, detailed counseling and pro-bono legal services victims of domestic violence, rape and FGM.
Reasons for Leaving:
(Volunteering Services)contract expired.
Customer Service Representative -Ticketing Roberts International Airport - Harbel - 2012-01 - 2013-04 PRINCIPAL DUTIES AND RESPONSIBILITIES:
· Assists passengers with check-in procedures, including tagging baggage and issuing boarding passes- Sells tickets, processes ticket changes, creates and books reservations.
Make Sure Company and airport regulations are followed.
· Enforces safety/security measures and protects sensitive zones.
Customer Service /Call Center Supervisor Comium Liberia LTD. - Monrovia, CA - 2008-09 - 2011-10
Responsibilities:
Responsibilities to provide professional assistance, to both walk in and on phone customers by advising and giving guidance as relating to the usage of the services and packages the company has to offer, Answer all incoming calls promptly and yielding good results by making sure the customer is well serviced and satisfied and performed any related tasks as may be required.
Accomplishments
1) Resolved Customer Complaints. 
2) Improved the Efficiency of Customer Service Department by providing training for new hires and settingup training Materials. 
3) Demonstrated Professional Etiquette and Manners when interacting with Customers. 
4)Developed Customer Base by providing Customer education on Company's Products and Services as recommended by Manager. 
5) Reduced Customer Complaints by Implementation of dedicated hard work. 
6) Maintain Existing and New Customers. 
7) Effectively Managed and Responded to Calls for information without any complaints. From callers orCustomers. 
Skills.
1) Speaking and Active Listening. 
2) Service Orientation
3) Reading Comprehension
4)Persuasion 5) Critical Thinking
6) Active Learning. 
Reasons for Leaving. i enjoyed my time working with this company and utilized every skills in helping to achieved the goals of the company. But i realized there was no opportunity for growth and development so i needed a change.
Marketing/sales Supervisor
Liberia Telecommunications Co operations - Monrovia, CA - 2005-11 - 2008-10
Responsibilities
Responsibilities to provide professional and special skilled services, assistance to customers as well as promoting the sales of goods and services the company has to offer,and performed any related tasks as may be required.
Accomplishments
1)Makings sales a priority
2)Retaining and Maintaining old and New Customers
3)Meeting Company's goals by meeting Sales Quota
4)Increasing Customer Base through sales
5) Being able to Produce according to Company's Policy
6)Being professional
Skills 
1)Being Proactive
2)Team Work
3)Active listener
4)Communications
5)Strategies of Sales Making
6) Planning and. Organizing
7) Advertisement of Products of Services
8) knowledge of new Products and Training if applicable. 
Reasons for Leaving: for Educational purposes in getting my Bachelor Degree.
Cashier/ Receptionist
Mamba Point Hotel - Monrovia, CA - 2003-02 - 2004-08
Responsibilities
Responsible to receive or collect all payments made by customers within the hotel management after consumptions(restaurant/lodging)as well as issuance of official receipts and balancing of books. Place calls to staff and managers as requested, received incoming calls from clients, scheduling 
Appointments on behalf of clients and always possessing a Can Do attitude when interacting with customers. 
Reasons for leaving:
Company was relocating and could not relocate.
EDUCATION
Bachelor's in Sociology/Public Administration
University of Liberia - Monrovia
2007 - 2011
Certificate in Computer Science-Ms Word,Excel, Publisher
Nancy Lightfoot Computer Training Institute - Monrovia, CA
2004 - 2005
Diploma in Arts
William V.S.Tubman High School - Monrovia
1996 - 1997
SKILLS
Administrative Management, Sales And Marketing, Customer Services, Trauma Counseling General
Management, Performance Management, Planning and Organizing, Proficient Computer Skills, Basic
Knowledge on Contracts and agreements, Management
CERTIFICATIONS/LICENSES
World Class Caring For Customers
2008-08
A three weeks of intense training and testing of how to interact and handle all manners of customers in archiving their goals .Certificated after the training.
Women And Children Development
2010-04
8 weeks of intense training and presentation in dealing with women and children of Domestic violence,Rape,trauma ect. as well as providing counseling in such areas.Certificated after training was completed.
Project Finance Managemet
2011-06 - 2011-09
4 weeks of intense training in project writing, and financial management,Certificated after training
Trauma Counseling
2012-07 - 2012-09
4 weeks of training and certification in Trauma Counseling for Female Genital Mutilation Victims(FGM).
Fundamentals of Procurement
2013-03 - 2013-04
3 weeks of training and presentation in procurement.certificated after training.
Health Unit Coordinator
2015-12 - Present course done online and got certificated after testing.
Office Management(Short Term)
2003-12
3 weeks of intense training in office management .Certificate.
Health Unit Coordinating
2015-12 - Present
60 days of intense online course and training in health coordinating. Certificate.
GROUPS
Conquerors Women Fellowship{Christain Philanthropist organization)
2009-03 - 2010-04
Organization of christain women from different churches interceding and caring for the less fortunate women and children as well as catering to their needs.
Board Member- Women initiative For Self Empowerment(WISE)
2015-11 - Present
Empowering women and girls to succeed in society by counseling and providing education and other helpful and creative resources in helping them suceed.
ADDITIONAL INFORMATION REFERENCES:
Mrs Korpo Degbeh Eni
Human Resources specialist 
Veteran affairs Health Care system
Fort Wayne Indiana
Contact: 6148063194
Ms. Janet Schneider (Evangelist)
Jesus is Lord Church
2829 W 102nd Street Bloomington, 55431
Contact: 6128195628
Wilhelmina Holder, MD CM, DTPH, MS
Executive Director
Women's Initiative for Self Empowerment (WISE), Inc.
Hamline Park Plaza, Suite 202
570 Asbury Street
St. Paul, MN 55104 Tel: 651-646-3268 cell: 651-226-0429       fax: 651-646-3278 wholder@womenofwise.org
