
SHAREEMA D. LIVINGSTON
4851 North 15th street
Philadelphia, PA 19141
Phone: 215-324-3265
Shareema_Livingston@hotmail.com
SUMMARY
Enthusiastic, detail-oriented, energetic, experience working in a variety of diverse settings. Adept at multi-tasking and addressing a multitude of issues simultaneously and effectively. Thorough understanding of the importance of clear communication both with team members and clients.
PROFESSIONAL WORK EXPERIENCE
PeopleShare (Staffing/Temp agency)	Administrative Support	05/2017-Present
· Sonepar USA				Office Manager, Receptionist			
· CATCH INC				Receptionist
· Law Offices of John Pallante		Receptionist,
· Law Offices of John Cohen		File Clerk
· Camp GALIL				Receptionist
· PHL					Receptionist
3-2-Get Ready Learning Center		Office Administrator		01/2012-05/2017
· Created calendars and other correspondence for parents to keep them informed of events and activities throughout the year.
· Created calendars and other correspondence for staff to keep them informed of upcoming events and activities throughout the year.
· Planned and organized all educational trips and special events for the center.
· Conducted monthly parent/staff meetings to discuss matters relating to the center.
· Proficient with data entry, working in windows office platform including: Word and Excel.
· [bookmark: _GoBack]Proficient with Google Documents
· Experience in internet use/research.
· Established and maintained effective working relationships with other staff members, parents, visitors and personnel from other agencies.


VOLUNTEER EXPERIENCE
Albert Einstein Hospital			Medical Records Clerk	11/2011-01/2012
Logan Head start				Teacher Aide			09/2008-06/2009
Spectrum Health Center			Medical Records Clerk	07/2007-11/2007
The Nelson Medical Group			Physical Therapy Aide	05/2006-08/2006

EDUCATION
American Intercontinental University (Online)				10/2018-08/2021
Bachelor’s Business Administration						
Specialization in Entrepreneurship
				
Lincoln Technical Institute							09/2010-06/2011	
Medical Administrative Assistant	
GPA 3.95


Thompson Institute								05/2006-07/2006
Medical Office Management
GPA 3.96

West Philadelphia High School						09/1995-06/2000
Business Clerical
GPA 4.0
