Jais M. Truman
2032 N. 56th Street, Philadelphia, Pa 19131
Phone Number: (267)975-6414
Email Address: jmtruman728@gmail.com
Education: 
Cabrini University, Wayne, Pa 
Bachelors’ of Science, May 2022
Social Services and Rehabilitation Healthcare

Skills and Qualifications: 
· Customer Service, Professionalism, Organization & Communication.
· Self-Sufficient, Time-Efficient, Positive-Attitude, & Interpersonal. 
· Proficient in Health-Promotion & Disease Prevention, Medical Terminology, Clerical Duties & Microsoft Office. 

Clerical Experience: 
Cabrini University – Department of Health Services, Office Assistant
Wayne, Pa, January 2020-March 2020
· Welcomed and greeted all visitors, screened telephone calls, and directed to appropriate staff.
· Assisted with administrative duties, along with handling confidential information.
· Assisted with clerical duties such as, filing, faxing, scanning, and data entries. 
· Prepared spreadsheets and reports into Microsoft Excel. 
· Upheld office schedule to ensure day-to-day requirements were met. 
· Utilized organizational skills to help maximize overall office performance. 

Coordinated Homeless Outreach Center – Office Assistant
Norristown, Pa, October 2019-December 2019
· Greeted and assisted all customers in helpful manner. 
· Filed and handled confidential documents. 
· Assisted residents with finding housing and jobs. 
· Called clients, in addition to assisting them with scheduling appointments. 
· [bookmark: _GoBack]Upheld office schedule to ensure day-to-day requirements were met.
· Utilized organizational skills to help maximize overall office performance. 

Customer Service Experience: 
Clean Juice – Juicerista
Wynnewood, Pa, December 2019-March 2020
· Maintained café cleanliness, including cleaning tables, maintaining condiment bar and removing trash.
· Prepared and served food and drinks in accordance with health codes and café standards.
· Performed all support tasks such as cleaning cases and equipment, and, restoking display cases.
· Worked on registers daily to authorize returns and exchanges, and audit receipts.

GIANT Martin’s – Cashier
St. David’s, Pa, January 2019-September 2019 
· Greeted customers and provided information on store merchandise when needed.
· Received payment by cash, check, credit and/or debit, and vouchers; Issued refunds, receipts, credits or change due to customers. 
· Counted money in drawers at the beginning and end of shifts to ensure accurate amounts; Compute and record totals of transactions. 
· Maintained cashier station, restocked grocery bags and straightened checkout lane. 
· Assist with duties in other areas of the store, stock shelves, mark prices, and items.
· Promote stores sales to customers. 
· Utilized organizational skills to help maximize store requirements. 

