JAMILA JAMISON
 
1830 Farrington Road, Philadelphia, PA 19151 ∙ Cell: 267-334-9689 ∙ jamilajamison@aol.com
 
Professional Summary:
Office Coordinator who continually maintains a positive attitude while interacting with demanding clients.  Serves as the primary point of contact for both in-house and external phone and website queries.
 
Skills:


·          65 WPM typing speed
·          Fluent in legal and medical terminology
·          Advanced word processing
·          Writing and editing
·          Computer-savvy
·          Professional phone etiquette
·          Excellent communication skills
·          Articulate and well-spoken
·          Customer service-oriented
·          Flexible
·          Accurate and detailed
·          Works well under pressure
·          Advanced clerical knowledge
·          Multi-line phone proficiency
·          Microsoft Excel certified


 
Experience:

2018 	                Focus Pointe Global
	                Wannamaker Building, 100 E Penn Square, Philadelphia, PA 19107
Call Center Representative
· Data entry; Microsoft Office; Microsoft Access; Outlook. 
· High volume call center (up to 50 calls per hour)

2017 – Present          Children’s Hospital of Philadelphia – Continuing Medical Education Dept.
	                34th and Civic Center Blvd., Philadelphia, PA 19104
Secretary
· Working in a data entry system; Microsoft Office; Microsoft Access; Outlook. 
· Answered and quickly redirected up to 10 calls per minute.
· Processes all revenue: credit card payments; checks and revenue transfers.
· Answered and managed incoming and outgoing calls while recording accurate messages.
· Assisting in meeting planning for medical education lectures and conferences.
· Maintained a clean reception area, including lounge and associated areas.
· Distributes employee inter-office and outer-office mail. 

[bookmark: _GoBack]2004 – 2017              B & R Services for Professionals, Inc.                     
                                  235 S. 13th Street, Philadelphia., PA 19107              
Secretary
·          Working in a data entry system. 
·          Screened all visitors and directed them to the correct employee or office.           
·          Answered and quickly redirected up to 10 calls per minute.
·          Answered and managed incoming and outgoing calls while recording accurate messages.
·          Worked as a team with attorneys, administrative assistants and fellow legal assistants.
·          Maintained a clean reception area, including lounge and associated areas.
 
 
Education:
2000-2004		J.W. Hallahan Catholic Girls' High School – Philadelphia, PA
·          Outstanding student with experience in MS Office (Word, Excel, PowerPoint, 
			Outlook); Windows XP/Vista.
2004-2005		Community College of Philadelphia – Philadelphia, PA
		·           Coursework in Medical Education 



