[bookmark: _GoBack]Dear Resume Reviewer,

I appreciate the time you are taking to review my resume’. I am very interested in the possibility to work with your company. I am a self-motivated, “go getter” who very much enjoys a fast paced, busy day and I am very conscious of my attendance. I take great pride in a job done correctly in a timely manner. I look forward to the possibility to meet with you and review if my skills and personality would be a good fit for you.

Thank you,




Lydia M Mackey














Lydia M Mackey 
11455 Highway NN
Louisiana, MO 63353
(573)324-7105 
swtrev12@yahoo.com 


SUMMARY OF QUALIFICATIONS: 
- Capable of multi-tasking 
- Strong work ethic 
- Excellent attendance record
- Multi-tasking
- professional appearance 
- Strong people skills 
- Desire to complete my tasks in timely manner, and completely
- Self Motivated 
- Computer knowledge 
- Can accomplish tasks at hand 
- Manages time well 
- Fast learner 

PLATFORMS AND TOOLS: 
- excel/pivot tables
- Windows office 
- Windows word 
- most business software 

PROFESSIONAL EXPERIENCE:

CORRECTIONS OFFICER Sept 9, 2013- Current
North Eastern Correctional Center, Bowling Green, MO 
 
- Enforce rules of facility
 - Learn a variety of different job functions in different areas of the facility.
 - Keeping a record of happenings within my area.
 - Writing reports.
 - Other functions not listed above.

OPERATIONS TEAM LEAD Aug 2012-April 2013
Fifth Gear, Louisiana, MO
- Training
- Supervisory over new trainees in department
- Updating and awarding in awards program
- Act as a mentor to a group of 20+ employees, aiding and encouraging them to improve in their current position.
- Take diplomacy actions as needed
- Taking Supervisor, Customer Service, and Sales calls as needed.
- Assist/take control in problem solving as situations arise.
-Monitoring employee productivity and making adjustments as necessary.
- Aid in implementing changes to make department run more smoothly.
- Overseeing that all mail order is completed in a timely and accurate way.
- Responsibility in entering all call tags and return labels in a timely manner.
- Responsible for all request invoices to get to the correct department.
- Other duties as assigned.


ADMINISTRATIVE ASSISTANT May 2009-December 2011
Stark Brothers Fulfillment/ Fifth Gear, Louisiana, MO 

-All aspects of running a large busy office 
-Answering all incoming calls and directing them to the correct 
departments 
-Checking in all non-employees in to the secured facility 
-Pulling files from the Internet from various shipping companies 
-Checking shipping times 
-Inputting data into spreadsheets 
-Creating spreadsheets/word documents etc with easy to read information 
-Working with Client services and supervisors to meet the Clients needs 
-Some scheduling 
-Working with the IT department on problems with the computer systems 
-Keeping faxes checked and in working order 
-Working with the COO on a number of different projects 

RECEPTIONIST October/2007- October/2008 
Pike Medical Clinic Louisiana, MO 

- Preformed office tasks in a busy medical office
- answered telephones, inputted information into computer
- handled face to face customer service
- Filing and faxing
- file organization
- Prepare for the next day schedule
- Handled accounts receivable


OFFICE MANAGER June/2006-October2007 
Chiropractic Health Center Louisiana, MO 

- Handled all aspects of office unsupervised
- Greeted patients
- Answered phone calls
- Typed and designed informational brochures
- Went to out of town conferences every 3 months
- Developed X-rays
- Kept office stocked
- Made all banking deposits
- Collection of bills 
- Insurance and patient billing 
- Filing and faxing
- Preparing for next day schedule
- Cleaning 

Education 
Francis Howell North High School /St.Dominic
Saint Charles Community College 


References upon request
