
La’Quintra Powell
700 Simpson Rd. Apt 1D
Anderson, SC 29625
January 4,2013
To Whom It May Concern:
Thank you for this opportunity to obtain a position as an Inventory Implementation Assistant. Enclosed is my resume which will reflect my potential to successfully carry out the duties required of the available position, and also my ability to:

· Provide exceptional customer service in a fast-paced working environment
· Accurately manage financial accounting and inventory data
· Display leadership amongst peers and motivation through high stress situations
· Use all previous work and education experience, combined with your skills training and instruction, to successfully carry out the required duties
· Work well under little to no supervision
If you have questions, please call me preferably by email at shai12powell@yahoo.com or at (864) 263-9202 or (864) 642-5166. I look forward to hearing from you soon.

Sincerely,
La’Quintra Powell
Enclosure





La’Quintra Powell
700 Simpson Rd. Apt 1D  Anderson, SC   (864) 263-9202/ (864)642-5166    shai12powell@yahoo.com
Profile
A 25 year old hard-working and self-motivated individual, I am looking forward to acquiring knowledge and professional work experience. I offer versatile office management and customer service experience, have displayed problem solving capabilities in high stress situations, positive communication with individuals in disposition or high-stress situations and also the ability to uphold private and confidential information. I show proficiency in most Microsoft Office programs and various office management systems. Opportunities for advancement, a satisfying quality of life, and benefits along with competitive pay are my motivation in displaying a positive work ethic. 
Experience
	
	

	Kravet Fabrics- Anderson, SC       (Customer Service Rep)            June 2013- Present

· Order processing and accounts receivable
· Product research and inventory
· Telecommunication liaison between buyers of the interior design trade to the wholesale distributor 

Panera Bread Company- Anderson,SC       (Shift Supervisor)      August 2012-Present
· Management of hourly associates, associate trainers, and zone leaders
· Labor scheduling and associate deployment
· Daily accounting and inventory documentation
· Accurate knowledge of cash handling procedures
· Product merchandising and advertising
· Day Bake (As needed)

Anderson County DSNB – Anderson, SC  (CTH Specialist)          June 2007- April 2012
· Performed accurate documentation of client activities, accounts, and medications
· Coordinated face to face interactions between disabled clients and those in the community through social events. Communicate with all clients to improve in quality of life
· Transportation  to appointments and daily activities
· Responsible for assuring safety and equal rights of disabled individuals


	Shanndon Pres. Child Dev. Ctr - Columbia, SC  (Teacher Aide)     Jan 2008- May 2008

	· Supervision of Pre-School classroom
· Aided in the coordination of after-school events and homework assistance for kindergarten class. 
· Provided after-hours babysitting for several parents and students of class

Social Security Administration –Anderson,     (Summer Aide)     May 2005- Aug.2005
· Faxing, filing, and data entry
· Mail room attendant
· Participant in Meals-on-Wheels liaison program (delivering meals to those in need 1 day out of the week)
· Management of office supplies and maintenance
· Appointment setting
· Handling of confidential and official government documentation and client information


Activities & Skills
· Hope Scholarship Recipient
·  Alpha Lambda Delta National Honor Society Member
· CPR, First Aide and MANDT systems certified
· Completion level of SPCH (205)- Public Speaking
· Special Olympics 2010- 2012
	Education	
Univ. of South Carolina- Columbia, SC (Aug. 2006- May 2009)
[bookmark: _GoBack]Major: Psychology
Degree:  N/A

Westside High School- Anderson, SC (Aug. 2002- May 2006)
Major: SC General Education
Degree: SC Diploma


*References available upon request
