Shakira Jordan
171 Claremont Avenue
Jersey City, New Jersey 07305
(551)-998-2760
shakirajordan26@gmail.com

OBJECTIVE
To obtain a full time position with a prospering company.
EXPERIENCE
Securitas Security Services, Jersey City, New Jersey
September 2011- April 2013
Security Officer
Observes and reports activities and incidents at an assigned client site,
providing for the security and safety of client property and personnel.
Makes periodic patrols to check for irregularities and to inspect
protection devices and fire control equipment.
Preserves order and may act to enforce regulations and directives for the
site pertaining to personnel, visitors, and premises.
Controls access to client site or facility through the admittance
process
Patrols assigned site on foot or in vehicle; checks for unsafe
conditions, hazards, unlocked doors, security violations, blocked
entrances and exits, mechanical problems, and unauthorized persons.
Protects evidence or scene of incident in the event of accidents,
emergencies, or security investigations.
Responds to incidents of fire, medical emergency, bomb threat, flooding,
water discharge, elevator emergency, hazardous materials, inclement
weather, and other incidents.
Prepares logs and reports as required.
Directing calls to those in charge and dispatching

Macys, Jersey City, NJ
September 2011- January 2012
Retail Stock Processing Clerk/Cashier
Unload and unpack new merchandise shipments, and prepare them for the
selling floor by folding, hanging, or stacking
Deliver new merchandise to the appropriate department for placement on
the selling floor or stock area
Organize and maintain merchandise in stockrooms, and fill in the selling
floor as needed
Learn Macy's systems and procedures to enhance selling efficiencies and
complete support duties
Collect damaged merchandise from designated areas and accurately complete
required paperwork
Assist with the execution of merchandise price changes and signing
selling events
Provide support for major sales events
Participate in selling floor recovery, including folding and hanging
merchandise and restocking the selling floor as needed
Meet sale quotas
Operate POS system
Dispatching telephone calls
Stock inventory
Face to face contact with customers; providing exemplary customer service by making sales

United States Postal Service, Jersey City, NJ
November 2009- August 2011
Casual Mailhandler
Makes distribution of and/or cases any class of mail.
Delivers and transports mail and raw materials along the prescribed route; collects mail from designated
collection boxes.
Culls, faces, and cancels mail.
Stock inventory
Loads, unloads, and moves bulk mail. Empties mail from mail containers
(bags, hampers, etc.) and loads mail into mail containers. Performs other
duties incidential to the moving and processing of mail and related mail
handling equipment.
Performs custodial, cleaner,  housekeeping or other manual laboring duties 
Has direct public contact .
Met daily quotas of mail processed
Exercises normal protective care for equipment and materials used.
Exercises a normal regard for the safety of self and others.
Performs Sales & Services Associate (SSA) window duties as assigned.
Sort and organize mail by US and international zip codes and other carriers (UPS, DHL, Fed-Ex)
Shrink wrap and palletize mail
Create and print out shipping/receiving labels
Scan mail, trucks, pallets, and labels for processing and delivery
Received OSHA certification
Utilize hand tools; manual and electric
Utilize Warehouse Management System
Received and understood warehouse procedures and security regulations
Directing phone calls and delivering messages to those in charge


Coldstone Creamery, Hoboken, New Jersey
July 2006-October 2006
Cashier
Money handling
Stocked inventory
Provided excellent customer service
Cleaned restaurant before and after store hours
Operated a cash register/POS system
Greeted customers
Met sale quotas
Helped open and close store
Balanced cash draws
Processed cash, debit, and credit transactions
Met sale quotas

Hudson County Schools of Technology., North Bergen, New Jersey
July 2005-August 2005
File Clerk/Receptionist/Front Desk
Answered phones
Filed and collated documents
Transferred information of clients to employees in charge (e.g. manager)
Provided excellent customer service to clients in an office atmosphere
Prepared work by collecting and sorting documents and information.
Reproduced documents by operating a copy machine.
Provided information by listening and answering questions in detail
Utilized a computer to obtain information and data for daily tasks

EDUCATION
Spelman College Atlanta, GA 30314
International Studies
August 2007- May 2009

McNair Academic High School Jersey City, NJ 07302
High School Diploma
September 2003- June 2007


Typing speed: 55 wpm
Data entry and alphanumeric key
Attention detailed and goal oriented
Computer: proficient in Microsoft Excel, Access, Publisher, Outlook,
Word, Spreadsheet, Powerpoint, Internet Explorer, Mac softwares, Mozilla Firefox, etc
Great interpersonal, persuasive, listening, analytical, negotiation, technical, mechanical, telephone, communication, verbal, mathematical, and organizational skills 
Language: fluent in intermediate Spanish
Pallet jack and forklift training
NJ Guard SORA licensed
Utilizes a RF scanner, 2 way radio, pallet jack, cherry picker, POS system, push carts, forklift,computer, fax machine, printer, copy
machine, dollies, cash register, material handling equipment, and other light/heavy machinery
