

An enthusiastic self-starter with a strong background in performing clerical tasks and multitasking duties using exceptional communication and customer service. Passionate about helping others and ensuring satisfying experiences.

Daysha Reeves
Administrative Assistant



7030 Rising Sun Avenue #26
Philadelphia, PA 19111
Daysha0412@gmail.com
Mobile: (215)609-5532
Qualifications
· Computer proficient (Microsoft, Office, Excel, Powerpoint)
· Patient
· Fast Learner
· Excellent organizational skills  
· Collaborative team member 
· Exceptional analytical skills 
· Strong verbal communication 
· Excellent multi-tasking abilities 

Education
Community College of Philadelphia 
Associate of Art 2018                                                                                                 Course of Study: Psychology

Temple University
2018- Present
Course of Study: Psychology

Organizations
Study Abroad Alumna (Cuba 2017)
Philadelphia L.E.A.D.S Program
Philadelphia Youth Healers Non-Profit
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MOG Home Healthcare Services		Mar. 2018 -June 2018 
Administrative Assistant
Successfully acting as HR Coordinator in supervisor’s extended leave of absence.
Managing employee files and personal information; Ensured all documents were in good standing.
Conducting mandatory state background checks.
Managing ad-hoc projects and assignments.
Maintaining schedules for interviews, mandatory trainings, and supervisory visits.
Assigning cases to employees based on proper experiences and qualifications

Credit Medics					June 2017 -Mar. 2018 
Administrative Assistant
Educating clientele on fundamentals of credit and basic financial literacy

Creating marketing ideas, flyers, etc.

Scheduling appointments

Maintaining good contact and rapport with clients

Managing funds

Accessing email and social media platforms

Identify areas of improvement

Assessing financial restoration process

