        Zaire Small

7100 Oxford Ave Apt 62
Philadelphia, PA 19111
267-261-6457
Objective
A self motivated, dedicated professional seeking to join a reputable organization that will allow me the opportunity to advance in my career based on hard work, flexibility, and the willingness to take on additional responsibility.

Education

Prism Career Institute, Philadelphia, PA

Program of Study:  Medical Assistant


Diploma awarded 11/10/06 with GPA -3.4

Coursework included: Medical Office Practices, Medical Terminology, Medical Transcription, EKG, Patient History/Vitals, Patient Hygiene, Infectious Diseases, CPR/First Aid, Phlebotomy, and Records Management.

Lincoln University, Lincoln University, PA

Program of Study:  Health Science

Continued Education 
Frankford High School, Philadelphia, PA

Program of Study: Business

Diploma awarded 06/2004

Certifications

· Certified Medical Assistant
· CPR/First Aid Certification 
· Phlebotomy Technician/EKG 
· Microsoft Office User Specialist-Microsoft Word, Microsoft PowerPoint, Microsoft Excel
Work Experience
Special People in Northeast (SPIN) - Philadelphia, PA                       07/07 – Present                                                                   

Direct Support Professional

· Providing person centered support to each adult living in their home

· Introducing new experiences to encourage growth

· Implementing goals

· Ensuring health and safety by following each individual’s plan

Against All Odds – Philadelphia, PA




03/06 – 03/07
Customer Services Associate

· Utilizes strong customer services skills

· Performs inventory management and control

· Assists with the maintenance of the facility

· Exhibits excellent communication skills

· Proficient in customer problem resolution

· Uses strong organizational and multi-tasking skills

The Children’s Place – Philadelphia, PA




01/06 – 07/06

Inventory Clerk
· Maintains quality control and inventory management

· Performs product distribution and set-up

· Assisted with maintenance of facility

NAVSUP (Navy Base) – Philadelphia, PA




  9/03 – 08/04

File Clerk      

· Experienced in multi-line phone system, strong customer service skills

· Responsible for mail transportation and distribution, distribution of company supplies

· Handled inventory control, copying, faxing, and maintenance of equipment
Volunteer/Community Service

Youth Works Day Camp Counselor (1999-2000)
References

Available upon request
