
Tiffany Williams
15738 Dupage Blvd
Taylor, MI 48180
Contact: (734) 271.3933
Email: eh4516@wayne.edu

Objective
[bookmark: _GoBack]To obtain a full-time position that allows me to work in an warehouse or facility setting whereas I can allow my attention to detail provide a company with the utmost customer service. 

Skills/experiences
· Appointment setting/Receptionist
	-Appointment follow-ups	-Filing 
	-Setting of appointments	-Data entry
	-Multi-line phone operation	-Yardi Property Management Software 
· Computer; 
-CCTV Monitoring 		-Microsoft Excel
-Power Point			-Microsoft Office Word
-Type: 45-50 wpm		-IVisitor Guest Services
· Customer Service
	-Retail				-Security Guard
	-Customer Assistance 		-Guest Greeting
· Food Service
	-Food Preparation 
	-Beverage Preparation 
· Operation of a Cash register 
Certificates: 	CPR Certified		First Aid Certified

Job Experience
Company: G4S Secure Solutions		Huntington Management	Coffee Beanery	              		
General Electric Global Ops 		Walton Park Manor Co-op	Renaissance Center		 
Location:  Van Buren, MI		Pontiac, MI			Detroit, MI		
Position: Security Officer		Office Managers assistant	Barista/Cashier		
Employed: 01/2013-Current		10/2011 to 4/2012		03/2011 to 10/2011	
Phone: 	(734) 707-4160			(248) 338-2000 			(313) 526-8831		
	
Education
Wayne State University            M.L King High School		Crockett Career & Technical Center
655 Anthony Wayne	              3200 E. Lafayette St.		571 Mack Ave
Detroit, MI 48202	              Detroit, MI 48207		Detroit, MI 48201
Area of Study: Liberal Arts 	Area of Study: College Prep    Area of Study: Manicurist 
*8/2010-Current Student
References upon request

