Alisha M White
2517 Golden Valley #204
Minneapolis, MN 55411
219.455.1080

alisha_white22@yahoo.com

  

CAREER OBJECTIVE 

A challenging position as an administrative assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities. 


EDUCATION   
Common Wealth College
Associate of Science Degree (Business Management)    Received: September 2007
JVS, Minneapolis, MN                                                           2009

· Clerical Skills Certificate
· Coursework in job readiness and computer skills
PROFESSIONAL EXPERIENCE
All Home Health Care           
2009
Patient Care Attendant/ Bloomington, Minnesota


     Assisted client with meal prep, laundry, range of motion, and transferring. 
Arc BRIDGES


2007 – 2008  
Client Services Clerk/ Indiana, Gary       

     Produce quarterly company’s report. Responsible for operating all office equipment including computer, telephone, faxing, filling, mailing letters, schedule meetings and maintaining a clean and professional attitude. Additionally, set up general in-service trainings, and create video duplication. 

     Responsible for communicating billing issues between HR, Accounting, and Day Services to ensure appropriate client billing. Created an excel computerized customer database.
    Responsible for production of company’s bi-monthly newsletter. 

Strategic Edge Solutions
2004 – 2004  

Customer Service Representative/ Chicago, Illinois 

   Provided accurate and detailed directions in a professional manner while answered high volume call system. 

   Offered a variety of Bus and Train schedules to customers to get them to their destination. 

Gap
2001 – 2003  

Cashier/ Sales Associate/ Chicago, Illinois 

     Handling all cash, and credit card transaction in department store environment.

      Achieve sales volume and productivity goals as establish by store manager. 
     Balance cash drawer at the end of each shift. 

Manny’s Clothing        

1998 – 2001  

Office Assistant/ Chicago, Illinois 

     Performing light general accounting duties.

       Managed all aspects of the office.
 



References Available Upon Request
