Ashley Lawful

Irvington, NJ | (917) 545-0733 | ashleylawful@gmail.com

Objective
e Secure employment within a company or agency with growth potential in which my skills and aptitudes can be
exercised in new dimensions.

Education
BACHELORS | THE COLLEGE OF NEW ROCHELLE | SEPTEMBER 2014- CURRENT

e Major: Communications

HIGH SCHOOL DIPLOMA | CARNARSIE HIGH SCHOOL | SEPTEMBER 2003- JUNE 2007
e High School Regence Diploma

Professional Skills & Certifications
e 60+ WPM (Words Per Minute)

e Proficient in Microsoft Office

e 8hr Annual/ 16hr OJT

e NY Security License & Fire Guard

e (PR Certification

Experience
SECURITY SUPERVISOR | FJC SECURITY SERVICES |[SEPTEMBER 2016- PRESENT

e Evaluate, assess, and analyze performance of security personnel
e Supervise and oversee security functions in an organization
e Provide a safe and secure living environment for women residing in DHS

e Ensure compliance of applicable policies and regulations while implementing security measures

WAITER/ SERVR | HOSPITALITY STAFFING | SEPTEMBER 2015 - PRESENT

e Take orders and provides information about menu items and alternatives

e Serve meals to each table individually or as a team (3 plate service)

e Keep a constant eye on the table to gauge needs and fulfill them immediately

e Keep accurate numerical system in coat check areas to ensure patrons receive their items in a pleasant and
timely fashion

FIELD MANAGER| EXECUTIVE CLEANING SERVICES |JANUARY 2014- JANUARY 2018

e Inspect site upon completion of cleaning staff to ensure high standards were being met

e Execute random check in’s to verify workers were on site

e Completed weekly reports of client and employee feedback

e Conducted and supervised promotional events



SAFETY SUPERVISOR| HELP USA |AUGUST 2014- FEBRUARY 2016

Conduct orientation and training of new recruits and safety officials

Ran informational meeting for employees regarding proper health and safety habits and procedures at work
Wrote reports detailing health and safety issues including daily facility activities data sheets

Presented reports and suggestions for improvement to supervisory committee and company officials

SECURITY OFFICER | ALLIED BARTON|JULY 2014- FEBRUARY 2015

Executed the protection and observation of Staten Island Ferry
Reviewed and recorded information into a log book

Searched facilities for unusual activity

Monitored video surveillance

IVENTORY SPECIALIST| RGIS|JANUARY 2012- SEPTEMBER 2014

Inventoried merchandise on the floor and back stock at various locations

Recorded count of entire store

Utilized and operated a RM-1 machine to input inventory information

Exceeded the daily APH ( Average Per Hour) with accuracy and integrity of the data collected

SALES REPERSENTATIVE| VERIZON |JUNE 2013- JUNE 2014

Verbally pitched about the products in order to obtain sales
Worked independently and in groups to obtain maximum sale opportunities
Utilized a tablet to input orders

Continuously met or exceed sale goals

RESERVATIONIST/ RECEPTIONIST | FEDORA |JANUARY 2012- AUGUST 2012

Answered heavy phones, direct calls, took messages, and provided general information
Heavy typing

Heavy filing

Made Appointments

Placed orders for FOH and BOH

ADMINISTRATIVE ASSISTANT| SECURITAS SECURITY INC |[MARCH 2009- JULY 2011

Organized and scheduled meetings and appointments
Assist in the preparation of regularly scheduled reports
Take dictation

Handle multiple projects

SALES ASSOCIATE| DUANE READE |SEPTEMBER 2007- JULY 2008

Managed cash register and monetary transactions
Cleaned, organized, and maintained facilities and merchandise
Assisted in floor moves and display maintenance

Preformed customer service and relation duties
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