Jamekia Holiday 
1051 Villa Crt.
Atlanta, GA 30316
(404-957-3234)
Jamekia_410@yahoo.com 
· Objective: Obtain a customer service that’ll utilize my experience for the development of the company.
Skills: 
· Proficient in Customer Service
· PC Skills in Windows environment 
· Good judgment 
· Good team player 
· Expert data entry skills/70 wpm
· Problem-solving skills 
· Able to listen to verbal instructions 
· Detailed Oriented
· Office procedures
· Word processing software (usually Word)
· Database software (usually Access)
· Spreadsheet software (usually Excel)
· Presentation software (PowerPoint)
· Basic bookkeeping principles
· Standard office equipment such as photocopy and facsimile machines
· The Internet and email procedures
· Telephone techniques
· English grammar, spelling, and punctuation
· Basic arithmetic


Experience:
Anago(Administrative Assistant)
January 2013-Present


· Answers telephones, routes calls, takes messages, and provides general information; greets and directs visitors; answers routine inquiries.
· Opens and routes incoming mail; distributes correspondence and other material to appropriate people.
· Performs a variety of routine typing assignments as appropriate to the position; may draft basic correspondence, enter data, and print letters, labels, reports, and/or other materials; creates and mails form letters.
· Copies materials as requested; sends facsimiles.
· Establishes, maintains, processes, and/or updates files, records, and other documents.
· Schedules appointments, meetings, and conferences.
· Orders, stocks, and/or distributes office supplies.
· Organizes meetings; takes minutes.
· Uses spreadsheet software to assist with departmental budget report
 
Newell Rubbermaid (Warehouse Associate) 
Jun.2011-Jan.2012
· Responsible for collecting special orders or regular lines, vendor purchase orders or customer returns. 
· Responsible for location and inventory lookups. 
· Generating replenishment tasks. 
· Making sure the completion of WMS task within shift. 
· Resolving common issues or discrepancies on daily basis. 
· Organizing and processing customer orders on night shift making sure that truck departure timelines are met. 
· Processed orders on day shift if necessary.
McDonald’s (cashier/sales associate) 
Jun.2008-Aug.2011 
· Operate cash register
· Handling money
· Assisting customer’s with orders
· Providing customer service
· General labor
Education : Langston Hughes High School
May 2010,Graduate of Honors

