Shawna McWilliams
121219 Fuller Street, Apartment 2● Philadelphia, Pennsylvania 19111 ● (215)-839-4470 ● Shawnamcwilliams@gmail.com
OBJECTIVE
I am looking for an opportunity for growth and advancement.

EDUCATION
Community College of Philadelphia 
26 completed credits toward Associates of Liberal Arts
Saint Hubert’s Catholic High School 
Graduated 2010

WORK EXPERIENCE
Goodman Properties 636 Old York Road Suite 2, Jenkintown Pa, 19046	
Property Coordinator, November 2016-Present 
· Common area maintenance and real estate taxes 
· Oversee accounts payable and accounts payable for tenants 
· Paying invoices to vendors

Administrative Assistant, April 2014-November 2016
· Process bank deposits
· File paid bills 
· Send tenants CAM and Taxes bills
· File bank statements and scan bank deposits

Firstrust Bank Conshohocken Pa
Floating Bank Teller, November 2012-April 2014 
· Traveled to several branches within the company, depending on where help was needed
· Handled money and check deposits
· Trained to be a Universal Teller
· Utilized Firstrust banking software

Dunkin Donuts 7500 Frankford Avenue, Philadelphia Pa, 19136
Supervisor, March 2008-November 2012
· Store opener, prepared store for daily customers
· Handled banking needs
· Ordered foods for the week
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