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OBJECTIVE  Experienced Office Professional who would like to have the opportunity to utilize my knowledge of community, interpersonal skills & talents, as well as encourage and allow for continuing growth through the gaining of vital experience. 

SKILLS    
· Ability to build and maintain relationships, knowledge of community issues and systems.
· Outreach to community members to promote wellness/healing
·  Microsoft Office Suite; Excel, Word, Outlook.  Powerpoint Access/Quickbooks
·  Extensive knowledge of internet
· Great Interpersonal/Oral Communication skills
· Data entry; Alpha/numeric 12,000kph.  Proficient in typing (55wpm)
· Citrix.   
· Out-Bound Sale
· Proven ability to speak in front of  large groups regarding ending violence against women

EXPERIENCE

Breaking Free, St. Paul, MN    		 			October 2008-September 2011                           Receptionist/Secretary/Administrative Support. 
· Responsible for answering 5 phone lines and 8 extensions
· Developed ability to work in a fast-paced atmosphere
· Maintained excellent customer relations and developed customer rapport
·  Ability to follow instructions well and make decisions with no supervision
·  Assisted with all record-keeping procedures without error, ability to multi-task and prioritize effectively
· Work closely with housing coordinator to ensure housing rules were met. 
  
African American Cultural Wellness Center, St. Paul, MN		July 2008-October 2008
Systems/Community Navigator  
·  Community engagement and outreach to communities of color, specifically African American
· Assisted community with navigation of key systems that affect their lives
· Participated in rites of passage classes
·  Motivated people to take action in the creation of health and wellness of their lives/communities
·  Mentored participants, played a role in community organizing activities 
·  Provided community with needed information to promote economic/personal growth opportunities. 
  
Motormax Corporation, Oakland Park, FL				July 2004-September 2008            
Car Rental Agent Manager. 
· Responsible for rental of cars to short/long term customers
·  Pick up/drop off customers to and from Fort Lauderdale Airport
·  Ensured the maintenance and repair of vehicles
·  Supervision of employees, customer service
· Processing and distribution of payroll to employees.   
  
Westaff Services, Lauderdale Lakes, FL				September 2002- June 2008 
Accounts Manager.
· Responsible for job placement of temporary employees
·  Interviewed candidates for skilled and unskilled positions at various work sites.  
·  Distributed payroll checks at various job sites
·  Answered phones to inform workers and clients of job assignments, accounts payable/receivable. 
  
  
EDUCATION  
 
Saint Paul College, St. Paul, MN						January 2010- Present
Human Resources Associate of Applied Science Degree
Graduation Expected: May 2013
GPA:  3.35

Saint Paul Technical College, St. Paul, MN
 Word Processing/General Office 
Graduation:  November 1990
  
African American Cultural Wellness Center, St. Paul, MN 
Completed Navigation Training in September 2008

REFERENCES         Available upon request
