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PROFILE
Motivated individual with substantial work experience and customer service skills, looking for a administrative, customer service position for a establishment seeking a exceptional addition for the position. 
SKILLS
•Flexibility - things can happen unexpectedly in classrooms/schools and you need to be able to cope with the pace.
•Initiative - whilst you will be working under the guidance of a teacher there will be occasions when you need to make a decision and use your initiative.
•Patience and understanding - all children will occasionally try your patience and some children need constant understanding.
•Ability to cope with stress - schools are hectic places and you can expect to be involved in hundreds of interactions in a day, remember the teacher has the overall responsibility for the pupils, but you need a cool head and the ability to stay calm.

WORK EXPERIENCE

WalMart                                                                                                              King Of Prussia, Pa
SalesAssociate/ Cashier   	                                                                         08/2012 – 05/2014
· Demonstrated ability to achieve sales targets with assigned accounts by partnering with customers in a counseling
relationship
· Highly skilled in building
new business and grow assigned region by prospecting sales prospect, attracting
the attention of possible customers and networking to put together a contact
base
· Customer focused

Markeia Flacks Family Day Care Center                                	                         Philadelphia, Pa
Aide / Childcare Assistant                                                                                    09/2011 – 03/2014
· setting up equipment and getting things ready for lessons
· helping pupils who need extra support to complete tasks
· listening to children read, reading to them or telling stories
· comforting and caring for children if they have an accident or are upset
· helping the teacher to maintain records
· helping with school activities, sports events and outings

Toys R Us                                                                                                          King Of Prussia, Pa
Cashier/ Manager                                                                                               03/2014 – 05/2016
· Sound expertise in sales
· Excellent written and verbal communication skills
· Good communicator
· Strong Presentation skills
· Persuasiveness – Know-how to demonstrate, promote and sell
· Goal-oriented
· Strong networking skills
· Negotiating skills
· Good Judgment
· Decision making


Bayada                                                                                                             Philadelphia, Pa
Home Health Aide 	                                                                                  10/2014 –Present
· Demonstrated ability to assist clients with activities of daily living so that they can function independently in their home
· • Well versed in light housekeeping and meal preparation
• In-depth knowledge of maintaining proper infection control measures following standard control guidelines
• Self directed with the ability to work with little or no direct supervision
• Comprehensive knowledge of taking proper measures for client safety and comfort
• Demonstrated tact, patience and excellent personal hygiene
• Able to give detailed and accurate written reports to agency
• Thorough understanding of assisting with ambulation
• Ability to read and follow written instructions and care documents
• Hands-on experience in submission of clinical records, visit notes and every day time summaries
• Excellent patient care and customer service skills
• Professional appearance and ability to comply with agency dress code
• Proven ability to communicate clinical information in an accurate and friendly manner
• Ability to communicate well with managers and co-workers
• Dedicated and careful – high level of accuracy and attention to detail
• Computer: Skilled in MS Office Suite

[bookmark: _gjdgxs]Source4Teachers                                                                                                Philadelphia, Pa
Administrative Assistant                                                                                       05/2014- 06/2016
· •Computer Proficiency: In depth knowledge of Microsoft Office software.
· •Ability to learn new software applications.
· •Communicate effectively with staff/executives – Effective verbal/written communication skills.
· •Attention to detail, excellent planning, organizing and time management skills.
· •Customer-service orientation.
· •Reliability.
.
Brightside Academy                                	                                               Philadelphia, Pa
Teacher’s Assistant                                                                                            06/2016 – 09/2016
· setting up equipment and getting things ready for lessons
· helping pupils who need extra support to complete tasks
· listening to children read, reading to them or telling stories
· comforting and caring for children if they have an accident or are upset
· helping the teacher to maintain records
· helping with school activities, sports events and outing
Comcast	                                               Philadelphia, Pa
Call Center Rep                                                                                                   09/2016 – Present
· Manage large amounts of inbound and outbound calls in a timely manner
· Follow communication “scripts” when handling different topics
· Identify customers’ needs, clarify information, research every issue and provide solutions and/or alternatives
· Seize opportunities to upsell products when they arise
· Build sustainable relationships and engage customers by taking the extra mile
· Keep records of all conversations in our call center database in a comprehensible way
· Frequently attend educational seminars to improve knowledge and performance level
· Meet personal/team qualitative and quantitative targets


EDUCATION

Overbrook High School – Philadelphia, Pa
High School Diploma

Deleware County Community College- Media, Pa                                           
Enrolled in Associates In Early Chilhood Education                                          Exp. Grad. 06/2019



REFERENCES

Available upon request



