	Keshia Lee

	7347 S. Indiana Avenue, Chicago, IL 60619

	773-307-8179

	lee321@illinois.edu

	CUSTOMER ORIENTED ADMINISTRATIVE PROFESSIONAL


	Profile
	· More than 5 years’ successful experience in customer service and clerical work with recognized strengths in communication, problem-solving and trouble-shooting, time management, and strong organizational, mathematics, active listening and learning skills in a demanding and energetic environment
· Possesses solid computer skills
· Excellent working knowledge using both Windows and Mac operating systems; Microsoft Excel, Word/WordPerfect, Microsoft Word, PowerPoint, Publisher, Outlook FileMakerPro, MediTech as well as office equipment (copier/scanner/printer/fax)
· Ability to adapt and adequately respond to constant change in work environment
· A team player, acknowledged as “The face of the company”
· Ability to balance cash drawers, maintain filings, operate multi-line phone system, and maintain/update accurate inventories


	Synopsis of Achievements
	· Increased customer satisfaction by taking on multiple roles at once; Employee of the Month
· Identified huge case of abuse of Power of Attorney over customer account, Bank of America.
· Participated in high school internships at Northwestern University’s Bluhm Legal Clinic and Women Employed for 6 months as an Administrative Assistant 
· Identified and successfully captured mass business account opening opportunity, Chase


	Employment
	Kindred Healthcare, Chicago, IL
Admissions Associate – Full-Time
· Admissions, Discharge, Expiration Preparation/Processing
· Insurance Verification

· Hospital Census Preparation

· Death Certificate Preparation/Processing

· Obtaining Patient/Family Signature for Care

· Process Room Transfers

· Heavy Switchboard Phone Usage

· Fill in for Main Receptionist

· Heavy data entry in Outlook Email/Meditech usage

· Mail Distribution

· Filing/Scanning/Faxing/Printing

· Shipping/Sorting Packages

· Troubleshooting office equipment

Department of Entomology, Urbana, IL
	02/13 – 07/13
 08/12 - 12/12

	
	Secretary – Temporary
· Typing Newsletters

· Filing (reorganization)

· Maintaining confidentiality

· Stocking office supplies

· Managing email applications

· Sorting packages/mail

· Run small errands

· Faxing/copying/scanning/shredding

· Greeting/Taking messages

· Use FileMakerPro to maintain Alumni database


	

	
	Administrative Information Technology Systems, Champaign, IL
	08/11 - 01/12

	
	Receptionist - Temporary
· Typing

· Answering switchboard phone

· Filing

· Light cleaning

· Stocking office supplies

· Managing email applications

· Sorting/Shipping packages/mail

· Emailing correspondence


JPMorgan Chase & Co., Chicago, IL

Teller -  Temporary
· Completing transactions accurately

· Referring

· Maintaining minimal batch errors

· Following policy and procedures

· Providing excellent customer service

· Balancing

· Maintaining professional appearance

Bank of America, Chicago, IL

Teller – Part-Time

· Completing transactions in an accurate and timely manner

· Exercising the “Lucky 7”

· Meeting and exceeding referral and QST goals

· Excelling in delivering quality customer service “WOW”

· Understanding the Policy/Procedure questions for auditing

· Balancing
· Suggesting products to help build and maintain customer relationships

Jimmy Jazz, Chicago, IL
Cashier/Sales Associate – Part-Time
· Folding Clothes

· Completing Transactions while on register

· Completing Markdowns

· Assisting customers with clothing and shoes

· Greeting customers

· Mathematical skills when giving change to customer

· Operating Computer

· Meeting daily sales quotas

· Tagging

· Setting Displays

· Stocking


	07/10 – 10/10

09/09 - 02/10

01/08 - 05/09


	Education
	University of Illinois at Urbana-Champaign, Urbana, IL
	        12/2013

	
	Bachelor of Arts: Philosophy, Minor: Political Science
· Member of “100 Strong” and Minority Associate for Attorneys
	


