Shanita Johnson

25088 Marsh Creek Woodhaven Michigan 48183

Home (313) 989-7565 Alternate 313-424-2050
Email- Shanita1234@hotmail.com
PROFILE

Efficient administrator with more than 10 years of administrative and communication experience working with thin the public and private sectors. I also, demonstrate problem resolution abilities, staff supervision and department organizing and planning. I’m experienced in working with medical records, monitoring consumer, administrating medications, transporting children and adults, supervising a large staff training and handling research accounts and special projects.

EDUCATION

Highland Park Community High School (Diploma)

CERTIFICATION

Recipient Rights certificate

Medication and Monitoring & Environment certificate

HIV/AID Training certificate

Customer Service Training

Microsoft Word and Excel Training
Knowledge of Power Point

Time Management

Predictive Dialer

Supervision/Leadership skills

EMPLOYMENT HISTORY

2011-present   Office Assistant 1 /McKinley Corporation

2005-2011       Resident Specialist/Administrative Assistant/Detroit Rescue Mission 

1998-2005
Call Center Representative/Assistant Supervisor/Work Leader- Entench Personnel Services

EXPERIENCE

· Conduct security checks, monitor consumer, assist consumer substance abuse problems.

· Assist in development of children program, monitor children from ages 4-12 years old.

· Conduct financial statements such as (rental payments, payment for laundry facilities

· Call consumers after care, create reports and monthly statistic reports, file documents, inventory supplies

· Assist utilization review coordinator; analyze consumer record for admissions, and treatment

· Conduct collection phone calls- read scripting-conduct survey, special projects.

· Create scripts for work assignments, supervise a staff of 18 employees, time reporting, and create reports.

· Call customers schedule appointments, research accounts, conduct calls for field operations, Project management

· Send advertisement for rental property

· Provide credit check  on new tenants

· Deal with complaints and concerns of tenants

· Make arraignments for maintenance orders

· Organize social activities for residents

· Collect security deposits and provide residents with keys

· Manage office
REFERNCES: Upon Request
