                                                            Ronda Tharp
                                       22130 Mary Street, Taylor, MI  48180

                                                          (734) 672-1997

ronda.tharp@gmail.com
QUALIFICATIONS:
Caretaking Skills
· Two years experience as a personal care attendant for the elderly in a long term care facility 

· Possessed certification for nursing assistant (expired September, 2012)

· Demonstrated a high degree of patience, reliability and sensitivity to others

· Responsible for the daily care of patients including bathing, dressing and feeding, medication passing and maintaining daily communication log
Computer Skills

· Proficient in Word, Excel, Access, Outlook, Photography, Photoshop, Adobe Premiere Video Editing, Adobe PageMaker 6.5, UCS, Maguire Mailing System, and Lotus Notes

· Creative and has a passion for working with the computers
Clerical Skills

· Over ten years experience performing administrative and clerical work 
· Provided quality customer service

· Operated a multi-line switchboard, copy machine, and various other office equipment

· Typing speed of 60 wpm

· Experienced in doing business typing including memorandums and business letters

· Performed general clerical work including typing, filing and record keeping

· Accurately processed monetary transactions

· Responsible for making travel arrangements

General Work Skills

· Demonstrated to be dependable and have a positive attitude

· Proven ability to be punctual and prompt in work habits

· Displayed a capability to work independently or as a team player

· Ability to serve customers and establish a positive rapport

EMPLOYMENT EXPERIENCE
2012 – 2013
  
Private Duty Caregiver
                                          American House setting
2010 – 2011                 Certified Nursing Assistant

 Tendercare
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2008 – 2009                   Administrative Assistant/Travel Coordinator

   FutureNet Group, Inc.
2004 – 2006                  Telephone Operator/Service Cashier

                                           Hines Park Lincoln Mercury 

2001 – 2002                   Administrative Assistant, Rights Department
                                           Wayne County Community Living Services
2000 – 2007                  Receptionist (temporary positions)
                                           Office Team  

1997 – 1999

  Administrative Support

                                           United Airlines Reservation
1991 – 1999                  Cashier/Crew Leader
  McDonald’s
Other employment included:  cashier, data entry, cleaner, retail sales, receptionist, counter worker
Volunteer Experience:

10/2013 –11/2013  Appointment Scheduler/Filing
Downriver Fish & Loaves Community Food Pantry, Taylor, MI
4/2014 – Community Volunteer 
Heritage Park Clean Up Day

Education:
2010 – 2012
Wayne County Community College

Certified Nurse Assistant

2003 – 2006

Henry Ford Community College, Dearborn, MI

Associate Degree in Business

1993 – 1995

Henry Ford Community College, Dearborn, MI
Nursing 

References:  Furnished upon request
