KIM DAVIDOW




Cell:  (864)642-8614

Email: kmdavidow@gmail.com

Dear Employer:
I am interested in exploring employment opportunities with your organization. I am timely, reliable, and dedicated. I am seeking a challenging position that offers opportunity to utilize my skills and experience to assist your organization in meeting its goals and objectives.  The accompanying resume will provide you with the details of my experience, education, skills, and abilities.  Also, please note my skills in clerical responsibilities which include answering multi phone lines, filing, data entry, Word, Excel, QuickBooks and various administrative duties.

At your convenience, I would appreciate the opportunity to meet with you and to review my qualifications.

Thank you for your time and consideration.  I look forward to hearing from you soon.

Sincerely,

Kim Davidow

Enclosure; Resume of Qualifications

RESUME OF QUALIFICATIONS

KIM DAVIDOW

  Cell:(864)642-8614   Email: kmdavidow@gmail.com
OBJECTIVE

My objective is to secure permanent employment in an office environment.

EDUCATION:  Westside High School                                                                        1989        

                            Anderson, SC                                                                           Diploma received

ABILITIES:


Word, Excel, PowerPoint, Outlook, QuickBooks, Medical Terminology

WORK EXPERIENCE:


Upstate Knitters, Central, South Carolina                                                            02/2012- Present

Administrative Assistant

Duties include: Answering phones, filing, faxing, greeting visitors, data entry, audits on materials waiting to be shipped, inventory. Due to hours being cut, I am looking for a new opportunity.
HTI @ Sauer Danfoss: 

De-burring/Inspection                                                                                          01/2011-10/2011

Duties include:  De-burring and inspecting parts, washing parts, logging part numbers, ordering, and packing for internal delivery. This job is not in my field of expertise, but I took the job in order to provide for my family. I am grateful for the steady work this position has provided but I am concerned about the company’s ability to continue to employ contingent workers.

Advance Til Payday, Greenville, South Carolina                                                 

Branch  Manager 







        02/2008-06/2010

Duties include: Hiring and training employees, inventory, ordering supplies, scheduling, handling new loans and collections, bank transactions, weekly audit reports, accounts payable, accounts receivable for the daily operation of the branch, and various administrative duties. I left due to corporate management deciding to close the branch. This was entirely due to changes in South Carolina state law which made it less profitable for the corporation to continue to operate in that location. The bulk of my office management experience comes from this job. I was responsible and successful in maintaining the office, staff, and operations duties for the branch.

Interim Homecare, Anderson, South Carolina                                                          

Personal Care Aide








 10/2001-2005

 Duties include: I assisted in the care of the elderly in their homes.  Duties include bathing, assisting patients with errands and light housekeeping. I am also proficient at taking blood pressure and pulse. I was also certified in CPR and could easily be re-certified. I left in order to start a family. The bulk of my clinical experience comes from this job. I understand the day-to-day nature of scheduling for the in-home care giver. I also understand the detailed documentation and procedures that are required of office staff in order to maintain efficiency and profit for a branch.

Banner Industries, Duncan, South Carolina

Office Specialist                                                                                                        1996-2/2001

Duties include: Answered multi line phone system, greeted guests, updated spreadsheets, shipped materials out via Fed-Ex and UPS when needed, distributed incoming and outgoing mail, filed, scanned and faxed orders for customers and departments, supported all departments with data entry and audits.  I left due to the business closing.

