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Professional Experience
Detroit Metropolitan Area Ministerial Fellowship (DMAMF)

Detroit, mi
Data entry specialist 1/3/2014-present

· Define the research and data collection, filtration and compiling procedures for the staff members. Ensure feasibility of the set methods.

· Analyze the data entry operations and prepare reports on the system's effectiveness in achieving targets

· Use several assessment and analytical tools to analyze the procured data qualitatively and quantitatively

· Check the data for errors, mistakes and undertake steps to get them corrected

Meijer 

Petoskey, mi

Systems Monitor January 2011- October 2013
· Respond to email messages from cashiers seeking help.

· Ask questions to determine nature of problem.

· Walk manager through problem-solving process for software issues.

· Install, modify, and repair computer hardware and software.

· Clean up computers.

· Run diagnostic programs to resolve problems.

· Resolve technical problems with Local Area Networks (LAN), Wide Area Networks (WAN), and other systems.

· Install computer peripherals for cashiers

· Follow up with other employees to ensure issue has been resolved.

KELLY SERVICES APPLE AT HOME 
TROY MI

IOS Technical Support June 2012- September 2013
· Provide customer service and excellent technical support.

· Answer user inquiries regarding computer software or hardware operation to resolve problems.

· Maintain records of daily data communication transactions, problems and remedial actions taken, or installation activities.

· Read technical manuals, confer with users, or conduct computer diagnostics to investigate and resolve problems or to provide technical assistance and support.

NORTH CENTRAL MICHIGAN COLLEGE
PETOSKEY,MI 
Resident Assistant August 2012 - December 2012

· Enforce rules and regulations to ensure the smooth and orderly operation of dormitory programs.

· Provide emergency first aid and summon medical assistance when necessary.

· Mediate interpersonal problems between residents.

· Communicate with other staff to resolve problems with individual students.

· Develop program plans for individuals or assist in plan development.

· Develop and coordinate educational programs for residents.

· Provide requested information on students' progress and the development of case plans.

· Hold regular meetings with each assigned unit.

· Administer, coordinate, or recommend disciplinary and corrective actions.

· Supervise, train, and evaluate residence hall staff, including resident assistants, participants in work-study programs and other student workers.

KROGER PHARMACY

FERNDALE,MI

Pharmaceutical Technician August 2006 - April 2007

•
Establish or maintain patient profiles, including lists of medications taken by individual patients.

•
Receive written prescription or refill requests and verify that information is complete and accurate.

•
Maintain proper storage and security conditions for drugs.

•
Answer telephones, responding to questions or requests.

•
Prepack bulk medicines, fill bottles with prescribed medications, and type and affix labels.

 Education
COMP USA A+ 

Madison Heights, MI

· Certification received March 2010

FERNDALE HIGH SCHOOL
FERNDALE,MICHIGAN

· High School Diploma, Jun 2006

· » 1 year of General and Biological Sciences, also Obtained a Higher Education of Math into Trigonometry and Calculus. With polished writing skills.

NORTH CENTRAL MICHIGAN COLLEGE
PETOSKEYMICHIGAN

· Associates of science Candidate, May 2014
· Leadership role as Resident Advisor. Expanded science background in Organic Chemistry Classes. 
· Expanded Mathematics background with continued Calculus classes up to Differential Equations. 
· Also worked in business courses from basic business principles into marketing and economics. 
Additional Skills

· Mastery of Microsoft Office programs (Word, Excel, PowerPoint, Access)

· Ability to work with several operating systems, including Windows, Mac OSX 

· Problem solving - Resolved in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality.
· Communication - Dealt with internal and external customers at all levels via telephone and email, to ensure successful communication via active listening and probing questions.
· Computer assembling and maintenance.

· Troubleshooting hardware and software problems.

· Installing and configuring the peripherals, components and drivers

· Installing software and application to user standards

· Configuring and troubleshooting desktops, laptops and servers

· Excellent troubleshooting skills in complex software and hardware problems

· Installed Hard disks, Floppy drives, CD Drives, Sound Blaster cards, CPU, Memory, Power supply unit, Network card, Video graphics card, Hard disk controller card on PC systems

· Troubleshooting of personal computers. On line Support to customers concerning their computer problems

