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Professional overview

To obtain a long term position in a company that will be able to utilize my customer service skills and that has opportunities for growth and advancement.
 Education
Casa Richard Academy   							             2012	
Virginia State University                                                                               
· Undergraduate Psychology major
Henry Ford Community College
· Undergraduate Psychology major

Volunteer experience
Compassionate care Hospice. Canton, Michigan
 January 2012-May 2012
· Responsibilities were to provide companionship, read to patients, play card games, and more, depending on the patient’s interest
Core Qualifications
· 
· Strong  Work Ethic
· Responsible
· Reliable
· Technical/computer skills
· Verbal/written communication skills







\
Professional Experience
Salvation Army Garden city Michigan, United States
Key holder August 2013-March 2014
· The ability to open and close the store.
· The ability to provide customer service such as answering questions, doing work on the floor and drive sales.

· Staff development such as motivating staff members, serving as a liaison between staff and management.

· Assisting in hiring new staff members. 

Kmart Livonia Michigan, united states
Cashier, April 2013-August 2013
· Handles purchases made by customers every day. In addition to ringing up goods.
· Answer customer questions, handle money, and perform multiple customer service duties.
· Stocking, inventory management, merchandising, and other administrative duties.
The Accurate Firm Detroit, Michigan, united states
Office Assistant, November 2011- April 2013
•Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications( Microsoft excel, office ,access ,and power point)
•Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals
•Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs
•Classify, record, and summarize numerical and financial data to compile and keep financial records, using journals and ledgers or computers.

Underground Station clothing Dearborn, Michigan, United States
Assistant Manager January 2011-Novemeber 2011 
· Customer service including assisting with clothing choices, sizes and styling on the floor in a friendly and efficient manner
· Handling the register including all cash, credit sales plus refunds and exchanges
· Stock management - restocking sizes from the stockroom, assisting with inventory stock takes
· Regular cleaning duties around the store include vacuuming, dusting, cleaning mirrors and steaming clothing
· Assisted with banking daily cash amounts


Family Dollar Detroit, Michigan, United States
Assistant Manager March 2009-December 2010
· Prepares sales and inventory reports.
· Assist sales workers in completing difficult sales.
· Trained workers in store policies, department procedures, and job duties.
· Assigns duties to workers and schedules break periods, work hours, and vacations.

	
Dairy Queen Detroit, Michigan, United States
Cashier November 2008- March 2009
•Taking customer orders, both at the counter and through the drive-through
•Handled currency and credit transactions quickly and accurately 
•Took initiative to find extra tasks when scheduled duties were completed
KEY ACHIEVEMENTS
• Reorganized the entire stocks and inventory system thereby managing organization of space and time
• Controlled fixed expenditure by bringing down variable costs through strategic means
