Ciera Terry

29711 Grandview St

Inkster, MI 48141

734-301-5966

cm_terry@hotmail.com

Top of Form

Professional Skills:
Microsoft - Outlook, Word, Excel, Powerpoint, and Access (Advanced) Quickbooks, Data Entry, Typing, 10-Key, Internet
Professional Experience

Baskin Enterprises 

Operations Coordinator 2013-2014

· Handled timesheet approvals, internal audit, training, and project schedules
· Coordinated workload and activities for QA team
· Responsible for identifying and implementing quality assurance standards and processes

· Create and implement plans to achieve long-term strategic objectives that are aligned with company imperatives and initiatives.
· Tested and ensured quality of software applications
· Acted as a communicator between the business needs, suppliers, and Ford Incoming Quality department
· Investigated difficulties the production line had with parts to determine if there was a part or process issue. 

If defective parts were found I was responsible to ensure the line had good parts and to contact the supplier, request they sort their inventory and that at our facility if necessary
· Oversee QA Inspector(s) at multiple worksites, indoor and outdoor
· Review contracts for QA requirements and provide appropriate documentation
Operations Assistant/Team lead/Scheduler 2012- 2013
•      Supervised employees 
•      Inspected automotive parts for nonconformity
•   
Implemented documents to track inventory and reduce error between shifts
•       Acted as a liaison between the organization and the customer to ensure effective communication
•       Schedule employees for various locations
•       Traveled to different sites checking and inspecting automotive 
 
Administrative Assistant 2010-2012
· Receptionist

· Data Entry

· Responsible for ordering supplies
· Emailing and corresponding with customers

· Prepared financial statement

· Provided general assistance to the President of the company

· Recorded transactions

· Prepared and organized monthly and quarterly meetings
· Interviewed and hired employees

Snelling Personnel Services (Temporary assignments) 2005 – 2007
· Receptionist 

· Data Entry Clerk 

· Legal Document Coder

· Appointment Setting

Republic Parking Systems
Customer Service Rep. 2004-2005
·  Answered phones, entered ticket information, and audited tickets

·  Face to face transactions with customers 

·  Handled customer complaints 

Heritage Academy
Teacher Assistant 2003-2004
·  Tutored students

·  Directed class projects

·  Lead activities

·  Checked student assignments

·  Sorted and coded documents for teachers
·  Large volume copying of assignments

·  Entered student data
Eastern Michigan University (Office of International Students) Assistant Secretary 2002 - 2003
· Read and routed incoming mail

· Prepared responses to correspondence as necessary 

· Prepared memos and correspondence · Created and maintained all Access database 

· Screened telephone calls and visitors 

· Typed correspondence and reports from rough drafts, editing grammar, punctuation, and spelling as needed

· Responsible for ordering office supplies 

· Prepared Green Cards 

· Maintained and organized filing systems

Education
Presently enrolled – University of Phoenix
Major: Computer Information Systems
Harry S. Truman High School – Diploma 2001
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