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Mia S. Brown
miamia0162@hotmail.com 
 (215) 626-3423

Professional Summary
A resourceful, self-motivated and customer-focused professional with hands-on experience in providing superb customer care. Effective communication and customer retention skills. Demonstrated ability to excel in fast paced environment and thrive under pressure. Strong analytic and problem solving expertise. Enjoy exceeding customer expectations.
Key Strengths
           Proactive go-getter attitude 
           Great phone etiquette 
           Critical thinker
           Exceptional attention to detail 
Work Experience
· Clerk
City of Philadelphia, Feb 2018-Current
•       Sorts and files papers and forms alphabetically and numerically
•       Receives visitors; guides to proper destination
•       Operates office equipment
•       Performs related work as required

Housekeeper/Logistics Coordinator
Cooper Hospital, Nov 2017-Feb 2018
• Sanitizes floors, surfaces, windows, and furniture 
• Provides housekeeping support to patients and workers 
• Distributes clean linen 
• Replaces linens and made up bed units 
• Maintains a clean, safe environment, assuring availability of supplies 
• Removes trash and soiled linen 
· Communicates room status, receives & dispatches requests via EPIC
· Handles telephone calls and ensure all messages, information and requests are logged, communicated promptly and accurately to provide prompt delivery of excellent service for both patient and guest
· Ensures a smooth and efficient operation of the department adhering to Copper's standards

Custodial Worker 1
City of Philadelphia, Division of Aviation, May 2016-October 2017
• Mopped and scrubbed floors; burnished floors Cleaned gates, jet ways and bathrooms 
•Replenished bathroom supplies 
•Reported damage to structures and equipment that require repairs
•Provides customer service to travelers

Guest Service Associate
One Liberty Observation Deck, November 2015- May 2016
         Greet, address and thanked customers in friendly and professional manner
         Accurately and efficiently ring sales on registers and maintain cash/credit according to strict handling procedures
         Handled the flow of guests in a professional manner
         Participated in meetings and activities held to improve customer satisfaction and business performance

General Service Worker/Environmental Services
CHOP, November, 2011- September, 2015
• Sanitized floors, surfaces, windows, and furniture 
• Provided housekeeping support to patients and workers 
• Distributed clean linen 
• Replaced linens and made up bed units 
• Maintained a clean, safe environment, assuring availability of supplies 
• Removed trash and soiled linen 
Library Assistant 1
City of Philadelphia, October, 2006-November, 2011
         Locate library materials for patrons, including books, periodicals, tape cassettes, etc.
         Lend, reserve and collect books, and other materials
         Answer routine inquiries and refer patrons to librarians
         Process new materials including books and other materials
         Register new patrons and issue library cards
Clerical Assistant
City of Philadelphia, Dept. Of Recreation 2001-2005
         Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers
         Open, sort and route incoming mail, answer correspondence and prepare outgoing mail
         Answered telephone messages and relayed information
         Completed payroll for all seasonal employees
Education
High School Diploma                       Franklin Learning Center                               Philadelphia, PA
 
 
 

