
Objective: 
· To secure a position with a well established organization with a stable environment that will lead to a lasting relationship within the organization.

Education:	
Bachelors in Sociology (95.0 Credits completed)		                            Aug 2003 – In Progress
· Texas Southern University 						   
· 3.5 GPA						             Aug 2003-Dec 2005	
· Dean’s List						             Aug 2003-Dec 2005
· Golden Key Honor Society                                                                   Aug 2003-Present

High School Diploma	          		                                  		                     May 2002
· East High School, August 1998-May 2002
· Student President of the Black Student Alliance                                 Aug 2000 - May 2002
· Recipients of Student Ambassadors Award			                     Sep 2001
· Basketball 					                          Aug 1998 – May 2002						
Computer Skills:	 
 (
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· 
· Microsoft Office Suite
· Typing: WPM 44
· DealerClick
· JobLink


Work Experience:	
Remedy Intelligent Staffing
        Frederic’s Printing - Bindery                                                                                    April 2011-Ongoing
· Sets up and operates power and manually operated bindery machines for gathering, stitching,
       folding, stapling, cutting, drilling, punching, padding, collating and binding materials
· Loads and feeds paper stock and other supplies into machines
· Examines finished products for defects
· Records job time, supplies used and departmental charges
· Transports stock by cart or manually
· Packages material for shipping
· Performs repairs and preventive maintenance on bindery machines including cleaning, adjusting and oiling
· Receives, unpacks and stores incoming orders, checking against items listed on invoices


Office of Economic Development                    
	Summer Youth Intern		                                                                      June 2009-Oct. 2009                                                                                                                  
· Case Management, including participant site visit
· Review client applications to ensure eligibility
· Utilize detail-orientation skill to audit client files for discrepancies while maintaining confidentiality 
· Continuously develop new tools to improve efficiency in existing methods
· Use communication and problem solving skills to assist clients 
· Manages one’s workload, activities, time and desk organization. 
· Maintains knowledge and skills of computer systems used to complete job duties
· Serve a s lead worker by developing and maintaining knowledge of all aspect of the office functions, rules and regulations 
· Provide exceptional communication skills while interacting with clients




WORK EXPERIENCE CONTINUED:

Rod’s Cars Incorporated 
         Administrative Support 						               May 2006 – May 2009           
· Customer Service
· Financial Reports 
· Collection of client documents and information for client files
· Provides office reception
· Answering multi-line phones, filing, copying, scanning 
· Purchase orders for entire office 
· Verifying inventory orders
· VIN Verifications
· Car appraisals

Circuit City 				      			              Oct 2007 – Nov 2008
	Product Flow Specialist  	
· Move merchandise by hand, pallet jack, stock picker, or forklift equipment to maintain continuous flow of merchandise.
· Shipping and receiving parts up to 80lbs
· Processing product returns 
· Operate material handing equipment 
· Check, verify and audit merchandise and enters data into remote data terminal to ensure that ordered merchandise has been received and that merchandise is as ordered and not damaged or defective
· Identify, separate, label, and palletize merchandise on flats to enable merchandise to be relocated to appropriate area in distribution center.
· Package and label products 
· Select orders in a pick/pack environment as well as carton selection
· Keep the receiving area and stock room clean and safe

   
Interests/Activities:
· President of the Black Student Alliance                     		              Jan 2000-Jan 2002
· Guest Lecture for Graduate Research Course, TSU			  February 2005
· Research Presentation in Chicago, IL for Peer Review Panel		  March 2005
· Presentation to Graduate Research Course, TSU			  April 2005      
                  

