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586.447.6561
c_mitchell_519@yahoo.com
PROFILE
· Exceptional communication and leadership qualities.
· Performs well under pressure both independently and as a team player.
· Excellent organizational and multi-tasking skills.
· Advanced computer skills including proficiency with Microsoft Office and data entry.


EXPERIENCE


Romaco Cleaning Services                                                                        Southfield, Michigan                                
Supervisor
·      Manage other maintenance employees
·      Monitored and inspected progress constantly to ensure that duties were done properly
·       Inspections of the buildings
·       Training new staff and work on-call by filling in for absent staff
·       Monitor the activities of contract custodial services 


University Cleaners                                                                                     Detroit, Michigan                                                  
Assistant Manager 
· Greeting and assisting customers while sorting dry cleaning and laundry garments.
· Receiving, sorting, and filing inventory, in addition to processing payments.
·  Professional attitude while assisting other team members.
· Courteous customer service while handling cash and scheduling delivery appointments.
· Effectively managed staff members to exceed customer goals and expectations.


IPRO                                                                                                    Madison Heights, Michigan                                                     
Quality Control/Data Entry

· Preparing medical documents for cataloging and data entry.
· Transferring data from various documents to digital format.
· Verified recorded information to ensure accuracy and completeness of data. 


EDUCATION

Dearborn Adult Education –   GED
University of Phoenix –            Bachelors of Health Administration

References upon Request
