SHANICE WILLIAMS
Philadelphia, PA 19123
wllmsshnc@yahoo.com
					(267) 414-5091

					OBJECTIVE
	To obtain an administrative position within an established company where the work environment allows both growth and training to success in the role as well as future positions. With exceptional customer service, management skills, problem solving skill I am a strong candidate to work in any team in an abundance of roles. I also have skills in budgeting/ record keeping, inventory, and skills training which will allow me to be an asset in my role. 

					EXPERIENCE

Lioness Community Care
Administrative Assistant                      Philadelphia, Pa	            August 2018 to Present
· Creates and revises systems and procedures by analyzing operating practices,
recordkeeping systems, forms control, office layout, and budgetary and personnel requirements;
implementing changes. 
· Develops administrative staff by providing information, educational
opportunities, and experiential growth opportunities.  
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and
identifying solutions.  
· Completed operational requirements by scheduling and
assigning administrative projects; expediting work results.    
· Contributes to team effort by accomplishing related results as needed.  
· Assisted with training and development  
· Assist with paperwork in the homes and office

KenCrest	                                    Philadelphia, Pa                         June 2015-August 2018
Lead direct support professional
•	Working in a group home setting with people with intellectual disabilities.
•	Assisting individuals with activities of daily living (examples are personal care, meals, and medication)
•	Encouraging individuals to participate in community activities.
•	General housekeeping and meal prep 
•	Assist program manager with monthly statements.
•	Assist with monthly scheduling 

Tri-state Clinical			Philadelphia, Pa                          June 2014- July 2018
Administrative Assistant
•	Performs secretarial and clerical duties in support of Staff.
•	Inputs and outputs information using the following software: Word, Excel, Access, IDX, Outlook, Lawson, Internet.
•	Place phone messages immediately in the appropriate designated phone slot or place message on the employee’s desk.
•	Copies and collates documents as requested by staff or administrator staff.
•	Performs back up of computer files on a regular basis to ensure integrity of records maintained.
•	Prioritizes tasks and initiates management with minimal supervision.
•	Monitors inventory of office and other supplies and re-order when necessary.	

Family Dollar 	                       Philadelphia, Pa                    March 2010-June 2015
Assistant Store Manager
•	Mange a staff of five or more per shift 
•	Managing weekly truck deliveries 
•	Budgeting and Deposits 
•	 Payroll/time sheets and scheduling 

Change for a Dollar                      Philadelphia, Pa                               February 2007-Sept. 2014
Administrative Assistant/Teacher
•	Budgeting and Deposit
•	 Payroll/time sheets and scheduling 
•	Data entry
•	Maintaining office files and organization 
•	Scheduling

					EDUCATION
Associate in Business Administration 
•	Kaplan University-Davenport Campus - Philadelphia, PA 
Bachelor of Science in Business Administration 
•	Kaplan University-Davenport Campus - Philadelphia, PA  
· [bookmark: _GoBack]137 of 180 completed 


