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Lavette M. Williams 
408 East 38th St.

Covington, KY 41015
859-380-7509

OBJECTIVE
I am looking for a job that can strengthen my skills and give me a challenge. I
have skills in the administration department & computer field.


WORK HISTORY
Fidelity Mortgage Lending- Administrative Assistant---- My duties are
pulling customers credits, inputting loan applications into a leads system,
printing off turndown sheets, ordering business cards, letterhead, etc.,
order office supplies & toner for our copiers & fax machines, filing,
handling health insurance applications, put together new hire packages,
help with our Customer Service department
7/99-


Rosedale Manor-CNA-- I cared for 20+ residents, my duties were taking
vital signs, feeding, dressing, bathing and helping residents to bed.
I got my CNA certification and learned to care for the elderly and how to put
splints/braces on if the resident required one
2/96-7/99


IRS-Data transcriber--My duties were inputting tax information into the
database. My work consisted of inputting numerous amounts of numbers into different
fields on their database, i acted as a lead which is higher than a transcriber,
checking batches of work that was completed and showing employees their
mistakes if there were any made on their individual batches
2/93-7/96


EDUCATION
Kaplan College
Currently attending, pursuing an Associate's degree in Information
Technology
 

Business Diploma
Holmes High School- I got certificates in FBLA (Future Business Leaders of
America), i co-op during my senior year earning a job as an assistant in the
school office.

 

AWARDS/COMMUNITY SERVICE
I was the reporter for our FBLA
