
Talena M. Jordan

2447 E 24th Street Apt A

Granite City, IL 62040

(618) 550-6960 

talenajordan@yahoo.com

OBJECTIVE:
To secure at position with a company that will allow me to fully utilize my skills and education.

SKILLS AND ABILITIES:
* MS Word, WordPerfect, Exel, Windows, Desktop Publishing Programs

* NextGen Scheduling Program (doctor office setting)

* Adept at handling multi-line telephone systems

* Sorting Mail & dealing with Bulk Rate Mailings

* Upkeep Records

* Word processing, spreadsheet, database, and other applications

* Works well unsupervised and with supervision

* Understands the importance of confidentiality

* Business communications skills (written and verbal).

* Operate folding machine, binding machine, copiers, fax machines

* Customer Service

* Credit/Debit card machine

* Capping, plug, and torque 


* Ability to work in fast paced environment

* OSHA training in hazardous material handling/safety

EDUCATION:

Madison Senior High School, Madison, IL
1988-1992

Diploma

 EMPLOYMENT HISTORY:                                                                                                        

Elite Staffing-







2013-Present



Mozel Distributors



Columbia, IL



Beverly Brassfield






2013-Present



4815 Wabash 



Granite City, IL  62040



Southern Illinois Healthcare Foundation




2010-2012

2100 Madison Ave Ste 101

Granite City, IL  62040

Patient Registration Clerk

Department of Human Rehabilitation Services

606 W. St. Louis Ave
2002-2011

East Alton, IL

Personal Assistant

Pontoon Baptist Church                          
2009-2011

4000 Highway 111

Pontoon Beach, IL 62040

Secretary

Grace Baptist Church
2003-2009

2600 Edwards Street

Granite City, IL 62040

Custodian/fill in secretary – Volunteer positions


