	Summary of Qualifications
	· Proficient in English and Spanish (Bilingual).
· Skilled in office procedures, Computer operations and customer service.
· Good oral and  written communication skills

· Telephone skills

· Efficient worker – able to work in stressful environment and meet deadlines.

	
	

	Elender Johnson

	· 159 Cloister Drive, 

· Mocksville, NC   27028

	· ( H ) 336-753-0469  
· ( C ) 336-406-9584

	· egjohnson1@live.com

	Objective
	· To obtain a clerical/administrative assistant position where I can continue to use my computer and clerical skills as well as provide excellent customer service.




	Professional Skills
	· Microsoft Office
· Microsoft Windows

· Word
· Excel

· PowerPoint


	· Filing
· Office Procedures

· Telephone Skills

· Access (Queries)
· Customer Service

	

	Employment History

	
	Ingersoll Rand Industrial Technology, Mocksville, NC          2001 – Present

  Maintenance Coordinator/Scheduler 

· Performed administrative and secretarial support functions for the Maintenance Department.
· Planned, scheduled and coordinated machine outages through out the facility.

· Purchased maintenance parts and equipment.

· Purchased office supplies for production the Maintenance Department.

· Assisted in controlling spending through price quotes and timely sign off of the of the purchase card for the Maintenance Department.

· Provided support and contact information for the Maintenance Department.
Dr. Chirapa Sinthusek, MD, Winston-Salem, NC                   2000 – 2001

Clerical/Receptionist                              

· Performed basic secretarial functions
· Filing  
· Data entry 
· Greeting and directing patients to the proper areas and locations

· Receiving and processing payments

· Scheduling appointments.



	Education
	· Davie County High School – Graduated 

· CNA Certified  - Forsyth Tech. Community College

· Unit Secretary for Forsyth Hospital Certified - Forsyth Tech. Community College

· Microsoft Word, Excel, PowerPoint and Access Certified  - Davidson County Comm. College



	
	

	
	

	
	

	

	
	
	

	
	
	


