Priscilla Stevens 
1012 West Monroe Ave 
Jonesboro, AR 72401
(870)253-3603 
stevensfamily@live.com 

Objective 
I would like to work within a company offering opportunities to utilize my current skills with continued training enabling me to grow and advance within the company. 

Experience 
August 2011 – Present

Abilities Unlimited 


Jonesboro, AR

Implementer

Working with client teaching them every day living skills

Cleaning the commons area

Giving clients’ medication

Getting clients up for the day and ready for work

March 2011 to August 2011
Ascent CHS  


Jonesboro, AR

ECDT

Medicaid Billing

Cleaning the classroom

Working with children on changing their behaviors

Preparing kids for kindergarten

June 2008-July 2008

Family Foot and Ankle

Jonesboro, AR

Receptionist

Checking patients in for appointments

Making appointments

Verifying insurance

Taking payments

Getting patients set up in appointment rooms

Cleaning of appointment rooms

Answering phones

Cleaning office

August 2008 – December 2008
Creative Concepts


Jonesboro, AR

Administrative Assistant

Shipping

Receiving

Receiving and processing orders

Billing

Inventory Control

2000-2003 



HTI Logistics


Jonesboro, AR 
Human Resources 
Weekly Payroll 
Quarterly Taxes 
Training employees on proper procedures 
General Office Duties 
Safety Manager 

1998-2000 



Hogan Properties 


Jonesboro, AR 
Apartment Manager
Payroll 
General Office Duties 
Collecting Rent 
Rent Apartments and Review Applications 
Manage Maintenance Team 

Education 
2009-2010 Mid South Community College West Memphis, AR 
1997-1998 Arkansas State University Jonesboro, AR 
Taking Basics 
1996-1997 East Poinsett County Schools Lepanto, AR 
Honors Graduate 
FFA 
Interests 
Computers, Graphics, Reading 

References Upon Request
