Aimee clubb

aimee.clubb@yahoo.com  719-505-5785

Professional Skills

	Warehouse Worker 

Custodian 

Call Center - Inbound

Proficient in Microsoft Office
	Server/Hostess
Appointment Scheduling

Front Office Experience
Multi-Line Phones
	Medical Record Keeping

Legal Record Keeping

Excellent Customer Service

Telephone Operator


Experience

	SecuriAmerica
	          February 2013- Present 


· Watch and protect construction site from fire and trespassers 

	The Job Store, Colorado Springs, CO
	           August 2012 – Present


Various Temporary Assignments
· Warehouse Worker / Packer

· Banquet Server at Events 

· Sandwich and Food Prep

	U.S Security Associates, Colorado Springs, CO
	      March 2011 –August 2012


Armed Security Officer
· Monitor property, employees, visitors, and contractors by direct observation, CCTV’s, vehicle, and walking patrols

· Answer multi-line phones

· Maintain written hourly reports, incident reports, and pass on any verbal reports

· Respond to client calls for assistance and call appropriate individuals

· Assist with all emergencies and emergency personnel when they are present

	Mitch Murch’s Maintenance Management Co., Independence, MO
	 November 2008-January 2011


Custodian
· Responsible for military ammunition plants’ warehouses cleaning and their upkeep and training new cleaning personnel

· Clean and dust restrooms, break rooms, lobbies, offices, and hallways

· Strip and wax main work room floors

	Whelan Security, Kansas City, MO
	       Dec. 2005–Aug. 2008  Sept. 2001 – Feb. 2003


Unarmed Security Officer
· Monitor property, employees, and visitors, contractors by direct observation, security cameras, vehicle and working patrols.

· Maintain written hourly reports , incident reports and pass on any verbal reports

· Respond to client calls for assistance and call the appropriate individuals

· Assist with all emergencies and emergency personnel when they were present

	Advanced Staffing, Independence, MO                                                                   November 2003- August 2005
	


Medical Assistant and Front Office Support
· Took patients’ vital signs, gave shots, medication, room patients

· Assist doctors in exams/procedures, charted patient information

· Scheduled patient appointments, filed and faxed medical reports and filed patient charts

· Maintained front office phone and returned patient calls

Education and Training

Diploma – Stanford – Brown College, Medical Asst. 6/03

Diploma – Vatterott College, Computer Office Asst. 9/93 

