KIMINA E-WHITE
(C) (773) 757-9968
1513 Baldwin Court, Wheeling, IL. 60090
Email: Kmina92@gmail.com
OBJECTIVE: To obtain position offering responsibility and multi-level interaction with people. 
EDUCATION: 
Parkland College, Urbana, IL (online)
Business Management Major 
Computer Science Minor
Wheeling High School, Wheeling IL 
High school diploma 2010 

EXPERIENCE:

TECHNISOURCE TEMP AGENCY- Protective Life Insurance Company, IL 10/2012 - Present
Receptionist
· Responsible for answering calls and directing them to the right destination
· Entering data into Excel spreadsheets
· Sorting mail
· Helping employees with various projects
· General office duties including filing, printing, sorting, etc.

[bookmark: _GoBack]D&R HEALTHCARE, Chicago, IL 7/2009 – 04/2010
Clerical Assistant /Administrative Assistant
· Handled all incoming phone call inquiries.
· Prepared confidential reports.
· Sorted and delivered mail.
· Assisted the Administrator with projects
· General office duties 

LEXINGTON HEALTHCARE, Wheeling , IL 9/2008 - 5/2009
Evening Receptionist
· Created resident charts and entered records into computer system.
· Responsible for sorting and delivery of mail.
· Assisted residents and visitors with problem resolution.
· Maintained good relationships with office staff and department heads providing assistance as needed.
· Answered phone calls and transferred to appropriate departments.
· Greeted visitors as they walked in
· General office duties

REFERENCES
Alexa Suarez -Receptionist (224) 425-362
Wade Andersen- Aquatics Supervisor (Wheeling Park District) (847) 800-1671
Della Richardson Administrator (312) 566-1424


