ShaRonda L. Holly

41504 Bedford Dr

Canton, Michigan 48187

Cell (734) 674-8265  Alternate  734-237-7404

Email: sholly.725@gmail.com

Objective
To establish a career in a progressive company enabling me to effectively utilize my leadership

abilities, while contributing to the positive growth of a company.

Education
· Baker College (August 2013 – Present).
· Wayne County Community College District, Belleville Mich.  (2003-2005).

· Washtenaw Community College, Ypsilanti, Mich.  (1992-1994).

Volunteer

· Instructor Triumph Church’s Promise Land Child Center (2010-Present).

· Organizer of Fundraising and Social Events.

Special Skills

· Team Player.




Microsoft Office.

· Self-Motivated.



Analytical and Problem Solving Skills.
· Licensed Hi-Lo Driver
Experience

Faurecia, Saline, Mich. (September 2013- January 2014)
Hi-Lo Driver / Facilities Maintenance
· Operate Hi-Lo to transport product from location to location.
· Operate cleaning machines.

· Work with associates as a team to meet production goals.

· Train other associates to operate cleaning machinery.

Brown Orthodontic Specialist PC, Southfield, Mich. (January 2013- September 2013).
Administrative Office  

· Data entry of information into computer system.
· Set up appointments with patients.
· Answer phones and emails.
· File, copy, and computer work.
· Contacting insurance companies on behalf of patients.

· Processing payments using various payment methods.
Triumph Church, Canton, Mich. (January 2012 – February 2013 tax time statements).
Administrative Office Assistant 

· Data entry of tax information in the computer system.
· Set up events for staff, guests and congregation.
· Answer phones and emails. 

· File, copy, and computer work, set up programs.
Rainbow Child Development Center, Dearborn, Mich. (August 2011- November 2012).

Assistant Teacher/Health and Safety Supervisor

· Assist teachers with daily activities for children.

· Administer educational training for children.

· Provide support for teacher staff.

· Administrator marketing at center.
· Preventative maintenance for site.
Triumph Church, Detroit, Mich. (June 2007 – June 2010).
Administrative Office Assistant Volunteer 

·  Help the data entry staff input information into computer system.
· Set up events for staff, guests and congregation.
· Answer phones and emails. 

· File, copy, and computer work, set up programs.
 Business Owner   (January 2007-February 2011)

· Develop customer base to provide products to.

· Provide customer service to clients.

· Process orders by phone and email.

· Verify pricing, discounts and processing of credit card orders.

Rainbow Child Development Center, Plymouth, Mich. (2004-2007).
Assistant Teacher/Health and Safety Supervisor

· Assist teacher with daily activities for children.

· Administer educational training for children.

· Provide support for teacher staff.

· Administrator marketing at center.

Jac Products, Ann Arbor, Mich. (2003-2004).
Production Assembly

· Assemble automotive components.

· Operate molding machines.

· Work with associates as a team to meet production goals.

· Train other associates on molding machines.

Johnson Controls, Ann Arbor, Mich. (2002-2003).
Production Assembly

· Assemble automotive components.

· Work with associates as a team to meet production goals.

· Manage inventory levels.

· Work on various production lines.

References available upon request.

