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Objective: To obtain a position that will utilize my educational and professional background to enhance productivity within the workplace.
Experience:
January 2012- October 2017: Haban Security
Philadelphia, Pa
Administrative Assistant-
· Answer phone calls and direct call to appropriate parties and take messages.
· Prepare invoices, memos, letters and other documents using word processing, spreadsheet, database, and presentation software.
December 2011-January 2012: Pocopson Homes
West Chester, Pa
Certified Nursing Assistant- 
· Assist in resident feeding and ambulation. 
· Helped residents with their ADLS.
·  Working on secured Alzheimer’s and Dementia unit and assisted with Hospice. 
April 2009-December 2011: Securitas Security
Eddystone, Pa 
Security Guard-
· Lock doors and gates of entrances and exits to secure premises.
· Monitor and authorize entrance and departure of employees, visitors, and other parties to protect against theft and guard premises.
· Keep daily reports of irregularities and answering up to 80 calls back to back for daily hire.
· Patrol premises to prevent and detect signs of intrusion, and ensure security of doors, windows, and gates.
July 2007-April 2009: Adelphia Personal Care Home
Philadelphia, Pa
Personal Care Aide- 
· Oversee bedside and personal care such as ambulation and personal hygiene assistance.
· Prepare and maintain patience progress and services performed, and reporting changes to patient’s conditions.
· Assist in implementing strategies for special needs clients with educational, physical, and social developmental limitations and disabilities.
May 2007-July 2008: Target Store
Springfield, Pa
Cashier- 
· Receive payment by cash, check, gift cards, and debits for transactions.
· Answer customer’s questions and help them fins location of products.
· Issue receipts, credits, refunds, and change to customers.
February 2004-May 2007: Wendy's Restaurant
Broomall, Pa
Cashier- 
· Handle payments by cash, issue refund, and debit payments.
· Clean and inspect areas to ensure cleanliness and functional operations.
March 2002-December 2004: Aunt Tammy Home Daycare
Philadelphia, Pa
Childcare Assistant- 
· Observe and monitor children’s play activities.
· Communicate with parents and guardians about daily activities and behaviors.
Computer Skills: Proficient with, MS Word, Power Point, Excel, WPM: 35
Education:
University of Phoenix- Online
Bachelor’s Degree in Psychology, December, 2013
References:
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