	Ida Smith
37128 S. Orchard Circle Apt 97 
Westland, MI 48186
(313) 570-5508
idamae228@yahoo.com


	
	

	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	OBJECTIVE

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	To bring to your organization enthusiasm, dedication, responsibility, and good work ethics, combined with a desire to utilize my skills obtained through experience in filing, answering the phone, data entry, shipping and receiving, and customer service.

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	SUMMARY OF QUALIFICATIONS

Customer service, data entry, cashier operation, clerical/filing, telephone dispatching, proficient in Microsoft office, power church some excel, asn's.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	EXPERIENCE
Casual Mail Handler
USPS, Allen Park, MI
11/2013 to 12/2013
Responsible for setting up work area for the postal packages within the warehouse,and than separating mail by zip codes and putting them in there proper places. Had to lift packages weighing from 0 to 50 pounds. Once the boxes where full we had to remove the boxes with a hand forklift and pull them to the area of the warehouse where they would be loaded onto the trucks. I also had to make boxes as needed as well as scan the packages.
Cleaning Specialist
Kleen Tech, Romulus, MI
05/2008 to 08/2008
Responsible for cleaning airport restrooms, cleaning the gates, and the jet bridges.
Shipping Support Analysis
Comprehensive Logistics, Westland, MI
01/2007 to 01/2008
Maintain daily material shipment status within department computer system. Provide customer service when handling orders. Provide and maintain inventory control for orders.
Field Technician
Heath Consultants Inc., Allen Park, MI
10/2005 to 10/2006
Responsible for checking service lines and meters for gas leaks. Prepared and wrote service reports. Provided customer service support.
Sales Associate
Sears, Lincoln Park, MI
11/2004 to 10/2005
Provided customer service support. Prepared cash balance/receipts. Prepared inventory and stock.
Lunch Aide
Cory Elementary, Romulus, MI
09/1999 to 06/2002
Responsible for making sure the children were lined up for lunch, making sure the trash was put in its proper place. Cleaning off the tables, taking the kids outside for recess and being active with them.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	EDUCATION & TRAINING
certificate, cosmetology, Regency Beauty Institute, MI
Certificate, Job Search & Employment Training, Human Potential Consultants, L.L.C., MI
Diploma, Microsoft Word, Word Perfect, National Education Center, MI

	
	
	
	
	
	
	
	

	CERTIFICATES & LICENSES
Certificate, Regency Beauty Institute, MI
Certificate, Human Potential Consultants, MI
Diploma, National Education Center, MI

	
	
	
	
	
	
	
	

	HONORS, AWARDS, PROFESSIONAL ORGANIZATIONS

Volunteered for the YWCA of Western Wayne County, and also volunteered for Kingdom Authority Family Worship Center.

	
	
	
	
	
	
	
	


