

Lakisha N. Singleton
263 Pine St., NW, Atlanta, Georgia 30313
Home: 404-951-0400 ⁞ kishanicole2003@yahoo.com

OBJECTIVE:   To obtain an administrative assistant position focusing on customer service. 
PROFILE: 
· More than 10 years of clerical and customer service experience in diverse business settings.
· A highly organized and responsive professional, able to establish long-term, positive relationships with clients, co-workers and outside resources. 
· Experience in use of Internet Explorer, Microsoft, Word, Excel and Power Point.
· Ability to communicate clearly and professionally, both verbally and written.
· Skilled in working independently and as a team member.

PROFESSIONAL EXPERIENCE
Control Center Technician
Emory University Midtown Hospital, Atlanta, GA                                                2015 to Present
·  Utilizes multi-tasking skills to process requests for service from incoming calls, faxes, and printouts by dispatching, coordinating, documenting, and tracking requests. Completes necessary logs, reports, and documentation of service requests, incidents, and other required information according to established guidelines. 
· Utilizes critical thinking skills in monitoring facility security alarms, video and audio surveillance systems, weather conditions and informational websites. 
·  Responds to Code Blue, Dr. Pink, Code 99, Code Orange, and other emergency situations by taking appropriate action. 
· Maintains confidentiality of sensitive information and informs management of pertinent issues
Library Security Officer, Senior    									
Emory Library & Information Technology Services			                      2015 - 2016
· Respond and render aid in an emergency to include CPR and contacting medical personnel. 
·  Interacts with library users and campus visitors in a positive and professional manner. Assists by providing information or directions.
· Conducts performance evaluations at 6 weeks (new students), end of spring semester, and/or at the time of resignation for their student employees. Reviews performance evaluation with student employees and ensures that the performance evaluations are submitted to the Security Specialist so that they can be submitted in a timely manner to LHR and are in accordance with the campus and library policy.
· Monitor Libraries activity through CCTV Monitor, investigate and report fire and security alarms.

Events Manager/Security Officer							2007 – 2014
Georgia Institute of Technology, Atlanta, GA    
· Provided full administrative support to the consortium in areas of student relations, calendar management, and coordination of on-site and off-site meetings and special events.
· Operated office equipment and used various computer applications to mange electronic filing systems, record information, maintain documents, and store correspondence.
· Answered telephones, gave information to callers, took messages, or transferred calls to appropriate individuals.
· Ensured departmental work flow efficiencies through verbal, written and electronic communications.
· Secured premises and personnel by patrolling property; monitoring surveillance equipment; inspecting buildings, equipment, and access points.

Communications Officer I 								2005-2006
Georgia State University, Atlanta, GA                              
· Answered telephones and provided information and assistance to the public as well as faculty and staff. 
· Maintained department files and records, completed various reports, assisted in planning special events.
· Answered emergency and non-emergency incoming calls utilizing GSU 911 Telephone System; managed and monitored communication from Atlanta Police Department.
· Maintained a constructive and cooperative working relationship with other staff.

EDUCATION
[bookmark: _GoBack]Georgia State University, Atlanta, GA                                                                    2014–2017  Associate Degree, Journalism

COMPUTER SKILLS: 
PC and Macintosh Operating Systems, Microsoft Office, Outlook, SharePoint, Internet

TRAINING, CERTIFICATES AND AWARD

· Advanced Presentation Skills Training (Making Great Presentations)
· Georgia Crisis Intervention Team Training, NAMI (National Alliance on Mental Illness) 
· Expectations of Ethical Behavior Training. Georgia Institute of Technology 
· Notary Public, State of Georgia (Commission Expires 2018)
· National Safety Defensive Driving II Certificate, 
· CPR/AED Certification, Emory University
· Course Leader Award, Georgia Institute of Technology
· Community Service Award, Georgia United Childcare Consortium and Associates




                    	




