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         Email: Tashennajackson@gmail.com


Career Overview

I am a committed and motivated young woman with exceptional customer- relation an decision- making skills.  I have strong work ethic, a professional demeanor, energetic, oriented team-player that shows great initiative and I’m eager to bring my strong administrative skills to a growing company in an industry that needs top-level support.

Skills Highlights

· Typing gwam of  50plus

                           

· Volunteer Court’s Clerk(office experience)

· Exceptional Customer service skills

· Professional demeanor and appearance

· Dependability

· Shows initiative 

· Attention to detail

· Fast learner

Core Accomplishments

Customer Service

· Handled customers effectively by identifying needs quickly, gaining trust, approaching complex

             situations and resolving problems to maximize efficiency.

Administration

· Performed administration tasks such as filing, scanning documents, photocopying collateral

Professional Experience

Substitute Teacher







04/2010-05/2012

Little Rock School District






Little Rock, AR

-As a Substitute Teacher I served as a temporary teacher for students, ages pre-k through junior high. On a

daily basis I used:

· Time management skills- to keep students on schedule for completion of work, recess, lunch & 

activities.

· Clerical- to file away class assignments, students’ documents and copying and scanning

· Supervised- to insure work was being completed and everyone behaved properly.

· Maintained myself and surroundings within a high paced environment.

· Focused and self initiative  in case of an emergency.

Caller









10/2009-01/2010

Marketing Strategies







Little Rock, AR

-Serving as a Caller in this environment, our number one goal was customer service, ensuring everyone 

received great serviced from mentioned companies. My tasks required me to use

· Time management to complete as many calls through-out my shift

· Professional tone/ demeanor to ensure the clients were receiving proper treatment

· Attention to detail while recording/typing responses of the client.

· Ability to key 45gwam or more, as we had to key each client’s  reply verbatim

Sales Associate                                                                                                                        10/2007-08/2008

Walmart                                                                                                                                   Little Rock, AR

-A Sales Associate at Walmart is required to perform many duties. The related duties I fulfilled as a sales

Associate were as followed:

· Customer  service is was highly important and a must. I exceeded in delivering customer service

        to all customers and never had any complainants.

· Time management while serving as a cashier or performing different tasks in various departments.

· Attention to detail as I completed inventory/stocking

· Ability to function in a high paced environment 

· Team work to meet deadlines in a particular department

· Ability to work alone with little to no supervision

Cashier                                                                                                                                      05/2006-04/2007

Kroger                                                                                                                              North Little Rock, AR

- Working as a Cashier, customer service was  number one and most important.

· Customer  service is was highly important and a must. I exceeded in delivering customer service

        to all customers and never had any complainants.

· Time management while serving as a cashier or performing different tasks in various departments.

· Attention to detail as I completed inventory/stocking

· Ability to function in a high paced environment 

· Team work to meet deadlines in a particular department

· Ability to work alone with little to no supervision

City Clerk                                                                                                                                 04/2004-01/2006

City Court                                                                                                                                 Helena, AR

-I was given a chance to volunteer as a Clerk. While doing so I completed  the tasks of filing the court’s

documents, answering the phone, preparing and or distributing mail, copying, scanning, scheduled 

meeting, maintained the court’s records and provided efficient customer service to clients while

upholding a professional appearance/demeanor.


Education

Licensed: Arkansas Beauty School- Cosmetology

Little Rock, Ar, United States

Diploma: North Little Rock High

North Little Rock, Ar, United States

Successfully completed high school and graduated with an Award in Mui Theta for outstanding

Mathematics accomplishments.

License: At Home Professions- Medical Transcribing

Little Rock, Ar, United States

I am currently enrolled and taking courses

