Shondra J. Whitaker

7829 Dungan Road A3 | Philadelphia, PA 19111 | 215.475.2905 |  shondra.whitaker@temple.edu
.
Education:

Temple University, School of Media and Communication
                       Philadelphia, PA

· Bachelor of Arts in Broadcasting, Telecommunications,                                                    May 2014    
and Mass Media with a Criminal Justice Minor                                  
Skills:

· Customer Service
· Problem solving 
· Detail oriented
· Operation of PC and Mac based platforms
· Adobe Photoshop, Final Cut Pro, ProTools, and Microsoft Office
· Data Entry
Experience:
Vertical Screen, Inc.                                                                                              Warminster, PA

Human Resources Research Validator                                   

       May 2016- Present  

· Evaluate Research components for accuracy and completion before sending to client reporting
· Maintain log of quality issues found and reports them to management
· Perform quality control to see if researchers are completing cases properly 
· Problem solves and seeks different avenues for completing cases 
· Backup Inbound call center representative for Human Resources Research
Special Clients Human Resources Researcher                                       August 2014- Present  

· Research and verify employment and education histories via phone calls and Internet tools for 


high priority clients

· Conduct reference interviews through telephone interviews
· Assist in proofreading all Human Resources Researchers work before sending to the clients

· General clerical office duties

Acme Markets







             Jenkintown, PA
Customer Service Clerk
                                                                        May 2007- Present                          
· Cash checks, Print Lottery Tickets, process MoneyGram transactions and create money orders

· Handle customer refunds and complaints

· Monitor cash flow within store and balance each cash register at store closing
· Assist in weekly price changes
Savon Acme Pharmacy                                                                                        Jenkintown, PA                                                                       

       Pharmacy Technician
                                                                        July 2013- Present
                    
· Enter and verify prescription information and dosage through the ARX computer program
· Accurately and efficiently prepare prescription orders

· Communicate with healthcare providers, insurance companies, and patients
· Maintain pharmacy inventory by ordering, purchasing, and recording pharmacy stock
ARAMARK                                                                                                            Philadelphia, PA                                               Cashier                                                                                               April 2012- August 2012
· Provided check out service through cash registers at various concession stands
· General housekeeping and inventory duties
