Kiana Teal
3788 London Dr.

Decatur, GA 30032

(404)408-4362 Cell

(704)422-3961 Other

Kianateal@hotmail.com
www.linkedin.com/in/kianateal
Administrative Assistant, Clerical, Data Entry, Customer Service Representative, Graphic Artist, Fashion Stylist, Marketing and Advertising Director

Career Objective

I am seeking to use my creative work and professional experiences to advance the vision of my clients and employers; to continue to learn and grow while improving service and communications in organizations that change the lives of people and communities.

Skills: Proficient in Microsoft Word, Powerpoint, Excel, Access, Lotus Notes, Quark XXpress, Illustrator, Typing Speed 65 wpm. Excellent customer service problem solving, interpersonal, written and oral communication skills.

Education:

Bauder College Atlanta, GA Associate of Arts



08/01-08/03
Work Experience:

K Graphics 







08/2003-Present

Decatur, GA

· Utilizing creative software to birth innovative tools to assist business owners in self- promotion.

· Lithography, creating flyers, magazine covers, calendars, posters, post cards, business cards, website design, digital communication, social media and photography, fashion styling and design.
Assisting with marketing plans, advertising and the implementation of cost effective yet artistic designs that catch the eye and how to best utilize self-promotional tools to create brands.

10/13-01/14

Relentless Productions






2/07-Present

Atlanta, GA

Wardrobe Production Assistant

· Assisting with Styling Actors, Actresses and Extras

· Ensuring proper laundering and appearance of costumes

· Providing administrative support

· Assisting with set dressing      

SpectraForce Technologies (UPS)

Forest Park, GA

Administrative Assistant Temp.






03/13—08/13

· Data Entry

· Auditing Documents

· Managing the reception area

· Opening and distributing mail

· Logistics

· Creating Spreadsheets

Johnson Controls 

Atlanta, GA

Administrative Assistant 






10/07-05/09
· Data Entry

· Determining customer concerns and dispatching the appropriate maintenance

· Filing and distributing work orders

· Answering telephones & providing customer service

· Preparing documents & memos

· Sorting and preparing mail

· Assisting Executive Supervisors, Managers & Shift Leads with daily activities
· Helpdesk Support
Dekalb County Police Department 

Decatur, GA

Communications Officer






 06/05-01/07
· Taking Emergency 911 Calls

· Provided instructions on how to perform CPR, Heimlich Maneuver and apply first aid

· Collecting needed information from complainants

· Operating the police and fire radio

· Dispatching the police, fire and EMS units

· Assisting officers & performing secretarial Duties
Upscale Magazine







03/03-08/03

Internship

· Contributing ideas and creative concepts

· Graphic design and layout

· Proofreading articles

· Fashion styling and assisting with photoshoots

