 Kia Brown
357 East Rittenhouse Street
Philadelphia, Pa, 19144
(267) 884-8806
Brownkia36@gmail.com
Summary
Multi-tasking Administrative Assistant +8 yrs. experience with a non-profits and retail establishment. Excellent oral and written communication skills. Proven ability to work independently and manage multiple projects and meet tight deadlines able to perform a variety of Administrative and staff duties for several departments. Knowledge and skills of organization procedures and policies and can problem solve.
                                                                                   Education
Faith Connection Christian Academy
(Diploma) General Studies - Graduated June, 2017
 Employment History
· Second Mile Center
      Administrative Assistant/ General Manager
   June 2010 - Current
· Sweet Home Health Care
      Home Health Aid
        July 2017 -  January 2018
· Fresh Grocer
      Cashier
        Jan. 2007 – May, 2010

                                                                             Hobbies & Interest
Socializing , Church Activities, Volunteer Work At My Childrens Daycare, Reading & Writing,
Traveling
                                                                           Professional Skills
· Works Under Pressure
· Motivated
· Leadership
· Decision Maker 
· Count & Make Bank Deposits
· Confidentiality
· Microsoft Word
· Dependable/Reliable
· [bookmark: _GoBack]Mulitasker 
· Time Management
· Read Maps
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