Keith Jackson
1725 Heatherwood 
Apt # 104
Inkster, MI 48141
Home: (313)-908-4719
 Cell: (313)-405-6992
KeithRJackson1964@gmail.com


Employment History 

Warehouse Shipping and Receiving							
Kelly Services 
Dearborn, MI
11/2003 – Present

· Global logistics
· Processed, filled, and shipped customer orders
· Analyzed manifests 
· Classify foreign goods using harmonized tariff schedule  
· Assist internal and external customer service
· Data entry

Customer Service Professional
Citi Financial
Canton, MI
11/1998- 08/2001
								 
· Originated, processed, and closed personal loans and mortgages
· Collection calls to delinquent accounts
· Solicit new businesses	
· Pulled and analyzed credit reports for potential clients	
· Managed cash drawer

Self-Employed
Inkster, MI
10/2001- Present

· Home improvement
· Remodeling of bathrooms and basements
· Installing bathroom fixtures
· Cleaning, painting, and repairing dry wall



Project Coordinator - Records Clerk
Society of Manufacturing Engineers
Dearborn, MI
01/1994 – 05/1995

· Maintained records for 50,000 member organizations
· Experienced in various data entry programs
· Successfully handled the processing of applications and payments
· Responded to paper and telephone requests

Education 

Wayne County Prosecutors Office
Citizens Academy
Certificate received 10/2009

Davenport University 
Major: Business
09/1997 – 12/1997

Dorsey Business School
Major: Information Processing
Diploma: Word Processing Transcriptions 

