Delonica R. Johnson

5233 Citrus Blvd. Apt. W367

Harahan, Louisiana, 70123

Telephone:  251-786-1105

Email:  delonicajohnson@yahoo.com

______________________________________________________________________________

Objective:
To obtain a position where I can utilize years of experience, knowledge, and skills that will add value to operations.

Profile:
       

· Well Organized
· Can easily multi-task

· Hardworking

· Self Starter

· Outstanding customer service skills

Experience:


10/19/2007- Currently



Sears Logistics, Harahan, Louisiana


Clerical Associate
                                 Support the administrative functions of the distribution center.
· Assembles. Compiles and distributes reports, documents and information. Receives, sorts, routes and files correspondence. Type correspondences when necessary.

· Enters data into the various computerized systems. Calculates and summarizes records and audits of information. Produces distribution center reports such as amount of merchandise being moved in and out of distribution center in order to maintain accurate records.

· Maintains office area by replenishing office supplies and straightening work area in order to provide a clean working environment.
· Answer and routs incoming telephone calls. Takes messages and relays information in order to maintain accurate messages.
4/2005 – 8/2005



Gadzooks, Mobile, Alabama


Sales Associate

Greeted and provided excellent customer service, while maintaining maximum sales   results.  Maintained a friendly, professional behavior/ conduct with customers, supervisors, and co-workers.  Ensured that the store maintained its excellent visual presentation.
· Maintained an awareness of all promotions and advertisements.

· Assisted in floor moves, merchandising, display maintenance, and housekeeping.

· Assisted in processing and replenishing merchandise and monitoring floor stock.

· Aided customers in locating merchandise.

· Communicated customers request to management.

· Participated in year-end inventory and cycle counts.

· Assisted in ringing sales at register and/or bagging merchandise.

Summer 2006 - 2007



Bishop State Community College, Mobile, Alabama


Bookstore Assistant

Performed confidential and secretarial duties, including answering telephones, routing messages, contacting students, filing and record keeping. Provided excellent customer service for students, faculty, and staff. Maintained a clean, neat environment, and provided excellent communication skills.      

· Filing and record keeping.

· Required to know the duties of floor workers.

· Answered incoming telephones calls.

· Processed phone orders in a professional and courteous manner.

· Assisted customers with questions regarding books, supplies, classes, and registration.

· Faxed and Xeroxed documents.

· Filled out work orders for vendors.

· Cashiering.

· Knowledgeable of sales and floor items.

· Knowledgeable of the bookstore and its policies.

· Accountable for cash and other transactions.

Education:

August 2005 - Currently



Xavier University, New Orleans, Louisiana


Degree in Progress/ Pre-Pharmacy 

August 2001 – May 2005


John L. Leflore high School, Mobile, Alabama


Received High School Diploma

Skills:

· Microsoft Office

· Word Perfect

· Windows XP

References:


Available Upon Request

______________________________________________________________________________

