Shantia Crawford
319 Frazier, River Rouge, MI 48218 | Phone: (313) 587-1790 | E-mail: crawf221@gmail.com

EDUCATION
Graphic Design Diploma 						        	        May 2012
Specs Howard School of Media Arts | Southfield, MI 	

Bachelor of Science, Packaging     						         	       Dec. 2007
Michigan State University | East Lansing, MI 	         	         	       

EXPERIENCE
Data Entry Clerk									      Oct. 2012-Present
The Guidance Center | Southgate, MI		   	        
· Effectively recreate and update documents
· Accurately enter test scores into the COPA database before deadline
· Monitor and ensure attendance is recorded daily 
· Conduct reference checks on new employees

Office Clerk 								                     Nov. 2010-Sept. 2012
Pak-Rite Industries | Ecorse, MI 		   		         
· Organized hundreds of work orders resulting in increased ease of retrieval
· Quickly answered multi-line phone and directed calls to appropriate department
· Created purchase orders and ordered cartons using AS/400 software

Data Entry Clerk						June 2010-Sept. 2010
Office of Retirement Services | Dimondale, MI  	          		
· Proficiently processed retirement applications before deadline
· Entered data into computer system using attention to detail to ensure accuracy
· Retrieved data using a microfiche reader

Sales Representative 						March 2008-May 2010
Evolve Tele-Services | East Lansing, MI           			
· Learned and mastered new product offerings
· Effectively used selling techniques and sold products over the phone
· Consistently maintained sales goals

Ticket Sales Associate  				                                          Sept. 2006-Dec. 2007 
Intramural Sports West | East Lansing, MI           	       
· [bookmark: _GoBack]Sold event tickets to the general public over the counter, by mail, and telephone reservation
· Balanced cash drawers correctly and successfully operated cash register

Building Operations Student Supervisor  				           Aug. 2003-June 2007 
Intramural Sports West | East Lansing, MI           	       
· Identified customers’ needs and presented appropriate services
· Supervised, monitored and ensured safety of facilities
· Enhanced employee performance by providing excellent training to new staff

