Melissa Green
267 Belmont Ave
Los Angeles, CA 90026
(443) 889-7576
greenipro@outlook.com


EXPERIENCE	Stivers Staffing Agency				                                                                         Los Angeles, CA
		Front Office Coordinator                                                                                                         March 2014 – Present
· Provided temporary assistance at Capstone Partners/Mass Mutual (month of March 2014)                                    
· Opened and closed office, distributed mail, scheduled and calendared staff meetings and trainings, created new hire packets, worked with clients directly and handled inbound calls 
	
United Floor Group                        						                 Newcastle, DE
		Administrative Assistant 			                                           December 2009 – October 2013
· Performed front office administrative duties for a local janitorial services company servicing Wal-Mart, Michael Kors, Big Lots and other major retailers
· Assisted with live telephone interview screenings and payroll, closed office, handled copying and faxing, received all mail correspondence, greeted and worked with customers and booked services

Integrity Staffing Solutions               							   Newcastle, DE
Warehouse Clerk                               				                    September 2009 – May 2010
· Managed inbound shipping, receiving and packaging duties and scanned customer returns for a warehouse operating Amazon.com orders
· Performed data entry related to orders and worked with customers via outbound calls 

Walgreens Pharmacy                                                                                                                           Baltimore, MD
		Photo Technicians 						                        August 2007 – March 2008
· Staffed photo department, replenishing chemical products for photo related operation, processing and developing films photos, including passport photos and shot camera
· Stocked shelves, worked cashier, greeted customers and sold cameras and services

Chee Burger-Chee Burger                           					              Hunt Valley, MD
		Second Line Cook and Prep Cook                                                                                 June 2005 – February 2006
· Chopped large amounts of vegetables and other ingredients for daily operation for a burger chain
· Cooked burgers and prepared them according to customer requests

Quiznos and Wendy’s 		                                                                                                   Reistertown, MD
		Cashier and Prep Cook                                                                                           February 2004 – February 2005
· Handled cashier duties and prepared burgers for two fast food franchises

EDUCATION	University of Southern California                                                                                                    Los Angeles, CA
[bookmark: _GoBack]		Bachelors of Science degree, major in Psychology                                                 Transferred, start June 2014	

Wilmington University                                                                                                                         Newcastle, DE
		Bachelors of Science degree, major in Psychology (72/120 credits)                          August 2009 – June 2011

		Keystone Vocational Training School                                                                                                      Drums, PA
		Office Assistant Certificate                                                                                                               Completed 2008
		Microsoft Office Specialist (MOS) Certification                                                                            Completed 2008			Office Proficiency Assessment Certification (OPAC)                                                                    Completed 2008

SKILLS		•       Expertise in Microsoft Office Word, Outlook, Outlook Exchange, Excel, Access, PowerPoint, 
         SharePoint, One Drive, Windows 7, 8, 2003, 2007, 2010, 2013
		•       Advanced knowledge in Adobe Reader, Reader X, Illustrator, Photoshop, DreamWeaver
 
