Tonjaneka Fenner

340 N Latrobe Chicago, IL 60644

773.807.4006

tankie0709@yahoo.com


Profile

Well-presented and well-spoken professional that has been successful working independently and in collaboration to complete assignments, exceed goals, and elevate standards

Professional Experience

Staff Management – Assembler – Skokie, IL – (03/2012 – Present)

7450 N McCormick Blvd Skokie, IL 60076 (847) 568-2200

· Working a temporary assignment at Federal Mogul

· Use hands, tools, and equipment to assemble gaskets and transmissions for cars

· Rotate through all tasks required in the production process

Randstad Staffing – Label Printer/Production Clerk – (09/2011 – 01/2012)

1113 Mount Prospect Plz Mt Prospect, IL 60056 (847) 253-6433

· Successfully completed a temporary assignment Lawson Products

· Operated a computer by entering data and scanning barcodes to generate mailing labels

· Picked, packed, received, and stocked products

Select Remedy – Machine Operator (Temp) – (03/2011 – 05/2011)

2934 N. Milwaukee Avenue, Suite B Chicago IL 60618 Phone: (773) 227-7970

· Successfully completed a temporary assignment at Magenta, LLC

· Operated industrial packaging, labeling, and sterilization machines to assemble, package, label, and sterilize

· Picked, packed, received, and restocked products

· Assembled, labeled, and stocked products

Safer Foundation – Receptionist – (11/2007 – 07/2008)

571 W Jackson Chicago, IL 60661 (312) 922-2200

· Prepared invoices, reports, memos, letters, and other documents 

· Answered phone calls and directed calls to appropriate parties or took messages

· Greeted visitors and determined whether they should be given access to specific individuals

· Filed and retrieved corporate documents, records, and reports

· Opened, sorted, and distributed incoming correspondences  

US Security – Unarmed Security Officer – (04/2006 – 12/2006)

400 N May St #304, Chicago, IL 60642 (312) 421-3250

· Monitored and authorized entrance and departure of employees, visitors, and other persons to guard against theft and maintain security of premises

· Wrote reports of daily activities and irregularities such as equipment or property damage, theft, presence of unauthorized persons, or unusual occurrences

· Called police or fire departments in cases of emergency, such as fire or presence of unauthorized persons

· Circulated among visitors, patrons, or employees to preserve order and protect property

Education

Everest College – Certificate of Completion – Chicago, IL

· Concentration: Medical Administrative Assistant

Austin Career Center – Diploma – Chicago, IL

· Concentration: College Prep

