                                                                            Natasha Madison
                                                                                 12 W 22nd Street S. #110

                                                                                  Minneapolis, MN 55404

                                                                      (651) 447-3505 (c) (773) 418-3295 (m)

                                                                            natashamadison39@yahoo.com
Summary of Skills: Experienced in Caretaking of apartment buildings, including preparing for lease and clean up. Experienced working in health care field, including PCA, Patient Transportation, Environmental Services Technician, Patient Services Assistant, and Unit Secretary. Customer Service and Childcare Skills, including ability to communicate verbally and written with diverse population and staff.
Work Experience:

Blezedone Services                                                  Chicago, IL                                    05/2011 – 02/2012

Caretaker
· Cleaned vacant units, included vacuuming, mopping, painting, and used various cleaning agents

· Light maintenance, included changing light bulbs, upkeep of facilities, trash/debris removal, snow removal

· Accepted rent, applications for apartments, deposits, and deliveries

·  Showed vacant units to potential renters
Hennepin County Human Services                        Minneapolis, MN                         06/2010 – 03/2011

Childcare Provider
· Prepared and served meals to children, followed nutritional guidelines and dietary needs

· Assisted children with studies, included homework and other learning assignments, and transported children to activities
· Maintained a safe environment for the children, kept records of attendance and activities involvement, and discussed any concerns with the parents

Spherion Staffing Services                                         St. Paul, MN                                08/2010 – 11/2010

Operations Associate
· Received return DVDs to company, and visually inspected DVDs for scratches, dents, or breakage

· Put DVDs into machine to ensure all errors were identified and moved to appropriate location

Real Estate Equities                                                     St. Paul, MN                                 11/2007 – 02/2009

Leasing Agent/Caretaker
· Scheduled apartment showings by inputting information into a computer

· Sent emails to potential renters, followed up on schedule , updated information in database, and collected applications and deposits

· General caretaking duties

Kelly Staffing Services                                                  Minneapolis, MN                         01/2006 – 08/2007

Document Operator
· Inserted documents into a document feeder, checked addresses and postages on mailings to ensure accurate information on envelope/statement

· Used computer to scan documents and track mailings

Northwestern Memorial Hospital                               Chicago, IL                                    06/2005 – 12/2005

Unit Secretary

· Entered doctor’s written orders, answered phone calls, faxed and copied charts, and ordered supplies

· Observe patient screening system to notify nurse when a patient had a problem/need

· Used computer to check bed availability, patient movement, and other chart activities
Education:
Comfort Services                                         Minneapolis, MN                                        CNA – non graduate
MN Dept. of Human Services                    St. Paul, MN                                                 PCA Certificate
