Kenita Hood

 225-252-0833 ◊ Khood83@yahoo.com; Khood120@gmail.com 
EDUCATION
Bachelor of Arts in English, Creative Writing            May 2006



Louisiana State University – Baton Rouge, Louisiana

EXPERIENCE

Foundation Communities




September 2014 – Present


Assistant ESL Teacher 

· Helped students learn English and communicate ideas and needs
· Practiced basic everyday conversational skills with one on one dialogue
· Monitors students in a variety of settings to provide a comfortable learning environment

LegalZoom 






October 2013 – Present 

 Legal Document Processor  

· Prepares various legal documents ordered by LegalZoom.com customers.

· Daily management and coordination of third-party filing and process serving deadlines.

· Maintains quality service by maintaining and following procedure manuals, resolving processing problems, and recording time measurements


The Celebrity Café





April 2013 – December 2013


Junior Editor

· Proofreads articles for errors in typing, spelling and format

· Assists the editorial team with copy editing

· Ensures articles are consistent and SEO friendly

· Approves articles for publication via CMS 

· Uses Google Docs to track and log all tasks completed

Celebrate Austin



Editorial Intern





March 2013 – Present

· Enters visitor information for future communication
· Researches and writes articles for website publication


Online Proofreading Intern




November 2012 – March 2013

        Genius Publishing

· Proofread documents for errors in typing, spelling, syntax and form
· Evaluated text for accuracy and consistency


Property Manager and Office Administrator


November 2010 – October 2012
                     Trident Research LLC, Austin, TX

· Tracked and monitored the status and usage of Government property

· Conducted periodic inventories of material and equipment, and regularly reconciles for review and audit purposes

· Assistant to Director of Business Operations

· Managed front desk, including accepting and forwarding calls
· Supported and coordinated meetings

· Ordered, received and stocked office and break room supplies 

IT Technical Support Analyst



         Oct 2009 – November 2010 

       Department of Culture, Recreation and Tourism, Baton Rouge, LA
· Provided technical support to field personnel

· Maintained and repaired telecommunication equipment hardware and software

· Assisted in assessing and preparing facilities for installation of network components

· Assisted in monitoring and analyzing network, hardware, database and system activity

Administrative Assistant IV


          

Oct 2006 – Oct 2009

       Department of Culture, Recreation and Tourism, Baton Rouge, LA

· Mediated communication for event and project management

· Compiled and maintained information for record keeping

· Monitored and processed incoming correspondence, including faxes and email
· Prepared and edited invoices, reports, memos, correspondence, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software

· Assisted Director of the State Parks call center
Administrative Assistant II


          

 June 2004 – October 2006


       Department of Culture, Recreation and Tourism, Baton Rouge, LA

· Faxed, copied and mailed documents

· Processing reservations for various customers worldwide

· Data entry
TECHNICAL SKILLS
· Microsoft Office
· Wordpress

· Adobe InDesign

· Keynote

· Mac OS

· Typing: 70 wpm

