Paula Ransom
150 Flint Acres Circle

Jonesboro, Ga 30238

Phone: 678-850-3118

E-mail: Lilpeach_059@yahoo.com

Objective
To obtain a position with a growing company, build my current skills and learn new ones while making substantial and meaningful contributions to your company.

Education

8/2005 – 05/08/2010 Clayton State University, Bachelor of Arts in Liberal Arts; with minors in Psychology and Business
Work Experience

1/2009-10/2009

Sunrise Builders
Sales Associate
$28,000/annually
Assist buyer throughout entire home purchase, create buyer contract, give tours of model and vacant homes, prequalify buyers with bank, gather documents and info needed for loan, marketing for all properties and train new staff members as Sales Associates and Interns.
7/2007-10/2007
Centers for Disease Control and Prevention (CDC) Atlanta, GA

(404)498-1515

Office Automation Clerk

$23,643/annually

Provide various clerical tasks to the Division of Integrated Surveillance Systems and Services such as, editing national documents, creating and editing national publications, updating reports of nationally notifiable diseases and basic administrative tasks such as copying, filing, scanning and faxing.
9/2005-11/2006

Henry Medical Center Stockbridge, GA

(678) 604 1000

Unit Secretary
$23,040/annually

Assist nurse, nurse assistance and doctor with providing direct care to patients. Answer multi-line phone system and call various doctors and health facilities to obtain information for patients. Maintain patient confidentially while organizing information on each patient’s medical chart.

1/2005-8/2005

Pump It Up McDonough, GA

Coordinator

Host party of 15-40 people during various social events such as: birthday parties, social gatherings, team parties etc. Set up room for party, assist with any additional requests; such as decorating, trivia games or serving food. Secondary duties included customer service, answering multi-line phone system, showing safety video to guest, working sales counter, cleaning and prepping rooms for next event.
Skills
-Strong analytical and problem-solving skills.
-Excellent interpersonal, communication (oral comprehension and written), and customer service skills
-Advanced proficiency in Microsoft Office (Access, Excel, PowerPoint, Word) software.
-Ability to multitask and manage time efficiently and effectively
-Flexible
-Ability to present a professional appearance
 

References

Felicia Holman, United States Air force 478-508-5717
Gregory Clemmons, Atlanta Beverage Company 678-850-3117
 Patsy Hall, Centers For Disease Control and Prevention 404 498-2475
Shernett Harris, Henry Medical Center 678-604-1000

