Donyelle Fredericks
Philadelphia, PA 19120
267-322-1380 - DFredericks15@hotmail.com
PROFESSIONAL SUMMARY    	
Personable and energetic receptionist committed to delivering excellence in all facets of customer service and administrative support. Offers honed competencies in data-entry, database management, and scheduling.
SKILLS    	
	· Administrative support specialist
· Database administration
· Multi-line phone proficiency
	· Scheduling
· BAC screening/drug screen collection
· Strategic sales knowledge


WORK HISTORY    	
	06/2018 to Current
	Receptionist Cum Admin Assistant 
U.S. Security Associates, Inc. – Jenkintown, PA
· Answered inquiries and addressed, resolved or escalated issues to management personnel to ensure client satisfaction.
· Screened applicant resumes and coordinated both phone and in-person interviews.
· Organized all new hire, security and temporary paperwork,  and prepared monthly, weekly and daily logs using Microsoft Excel and Office.
· Conducted orientation sessions including pre-employment drug screenings and FBI fingerprinting. 
· Obtained documents, clearances, certificates and approvals from local, state and federal agencies.



	09/2015 to 04/2017
	Administrative Secretary 
Chestnut Hill College – Philadelphia, PA
· Copied, logged and scanned supporting documentation.
· Managed executive calendar and coordinated weekly project team meetings.
· Completed data entry and maintained the applicant tracking system.
· Assisted senior recruiting staff with career fairs and recruiting events.



	06/2014 to 08/2014
	Office Administrative Assistant 
Temple University – Philadelphia, PA
· Provided clerical support to company employees, including copying, faxing and file management.
· Answered and managed incoming and outgoing calls while recording accurate messages.
· Monitored and screened visitors to verify accessibility to inter-office personnel.



	05/2017 to 06/2018
	Sales Associate 
Ross Dress for Less – Philadelphia, PA
· Assembled promotional displays, including quarter and full-size point of purchase displays.
· Set  mark-up rates, mark-down rates and selling prices for merchandise.
· Stocked shelves and supplies and organized displays.
· Contacted other store locations to determine merchandise availability.



	06/2016 to 09/2016
	Sales Associate 
Sears Holdings Company MCA – Bensalem, PA
· Greeted customers in a timely fashion, while quickly determining their needs.
· Completed all cleaning, stocking and organizing tasks in assigned sales area.
· Maintained knowledge of current sales and promotions, policies regarding payment and exchanges and security practices.


EDUCATION    	
	Present
	Social Work 
Temple University - Philadelphia, PA
Social Work



	2017
	Human Services 
Chestnut Hill College - Philadelphia, PA
Human Services Dean's List of Distinguished Students Fall 2016



	2015
	High School Diploma 
Little Flower Catholic High School for Girls - Philadelphia, PA


REFERENCES    	
Sr. Mary Esther Lee 215-248-7062 
Andrea Swan 215-204-7409 
Bertina Cleveland 215-266-9051
