[bookmark: _GoBack]Patricia Carlis Hill 
Indianapolis, IN 46201 carlisph4324@gmail.com 
317-252-3541 
Self-motivated, professional, articulate, , creative 
Excellent problem solving/decision making skills 
Proven ability to prioritize/complete multiple tasks Skilled in coordinating simultaneous projects and meeting deadlines effectively 
Proficient verbal, written communication skills Authorized to work in the US for any employer 
Work Experience 
Master Assembler, Machine Operator, Production Associate 
Carrier corporation - Indianapolis, IN January 2014 to January 2018 Responsibilities: 
Assembly, Burner Box Press Operator, Gas Valve Machine Operator, rework,, etc. 
Accomplishments 
excelling in surpassing company set requirements continuously, team player, multi tasker, hard working, advancing skill set, etc. 
Housekeeper 
Bluestone Property Management - Indianapolis, IN 
December 2011 to February 2012 
Cleaning of Front Leasing office, cleaning laundry centers, fitness center, residential apartment units, distributing memos-flyers, etc. 
Housekeeper 
McKinley Corporation - Indianapolis, IN 
April 2011 to November 2011 
Cleaning of Front Leasing office, laundry centers, Fitness areas, residential apartment units, distributing flyers, etc. 
Porter 
Landrum Cleaning Co. LLC - Indianapolis, IN 
July 2010 to February 2011 Custodial - commercial/ cleaning of common areas, trash removal. 
Executive 
Home Services - Indianapolis, IN 
March 2005 to December 2009 
Team Leader/Driver 
Leading team in cleaning of residential and commercial properties. Inspecting work for compliance/completeness with company standards/processes and procedures. Completing work orders. Time management. 
SMC Corporation - H.R. Asst 
CBS Personnel - Indianapolis, IN 
January 2004 to March 2004 
Assisted department in carrying out various human resources programs and procedures for all company employees. Created/maintained office files. Ordering/tracking of office supplies, nurse supplies. 
Coordinated employee bonus bucks awards incentives. Participated in recruitment efforts, scheduling seminars, blood drives. Processed employment/unemployment verifications, department mail, express packages, new hire badge request, etc. 
Education 
Associates in Business management 
Grantham University 
2013 to 2014 
 Business administration 
Vincennes University - Vincennes, IN 
2012 to 2013 
General Studies Paralegal Studies 
Arsenal Technical High School 
Ivy Tech State College 
