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SHARECE JACKSON

Kansas City, Missouri | {816) 469-1957 | jacksonsharece@ymail.com

PROFESSIONAL SUMMARY

Highly trained, organized, and meticulous Customer Service professional. Adept at preparing and maintaining
records, greeting visitors, and providing prompt, efficient service. Good communicator and planner with
strong judgment and critical thinking abilities. Qualified to accurately obtain and process customer
demographic and patient medical and insurance information.

SKILLS AND ABILITIES

¢ Microsoft Office Suite ¢ Medical Terminology

¢ Office Equipment ¢ Conflict Resolution Skills

¢ Formal Customer Service Training e HIPAA Certified

e Computer Data Entry o 10-Key Training

e Electronic & Paper Filing Systems e CPR & First Aid Certified

EDUCATION AND TRAINING
» The University of Central Missouri » Concorde Career College
Customer Service & Professional Development Certification Medical Assistant Certification
EMPLOYMENT HISTORY

Cashier/Team Member | Walmart, Inc., Raytown, Missouri 2018 - 2019

* Receive payment by cash, check, credit cards, vouchers, or automatic debits.

® Answer customer questions, resolve issues, and provide information on products and services.
¢ Help customers find the location of products.

e Issue receipts, refunds, credits, and change due to customers.

o Politely greet customers entering establishment.

» Protect the customer’s confidential information and transactions.

Assembly Line Worker | Ford Motor Company, Claycomo, Missouri 2014 - 2018
¢ Controlled Machines and Processes — used control mechanisms and direct physical activity to operate
machines.

e Handled and Moving Objects — used control mechanisms and direct physical activity.

e Inspected Equipment and Materials — inspected equipment and materials to identify the cause of
errors, problems, and defects.

» Acquired Information — observed, received, and obtained information from all relevant sources.

Office Clerk | Full Employment Council, Kansas City, Missouri 2013-2014

* Used computers for various applications, such as database management and word processing.

* Answered telephones and provided information to callers, logged messages, and transferred calls to
appropriate individuals.

e C(reated, maintained, and entered information into database.

¢ Setup and managed paper and electronic filing systems, recorded information, updated paperwork,
and maintained documents, such as attendance records, correspondence, and other materials.

* Operated office equipment, such as fax machines, copiers, and computers.
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| Employment Application

Acrobat Outsourcing is an equal opporiunity employer dedicaled to nen-discrimination in ali employment practices, Acrobat

- Outsourcing selects the best qualified individual for the job based on job-related qualifications regardless of race, age (40,
solor, refigion, gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by
applicable law.

L e o PLEASE PRINE
Full Name &\A@P(‘Q }).ACL\/D/\B Date:
Home Telephone ( B((5) Ul AS Y Other Telephone (B((;) 28 - HUZ |

Present Address _ 5536 N pockinve A
Permanent Address, if different from present address:
Email Address ‘ylc \r).Q‘\\NAruo ol 7/ bt edaa _

[ e EMPLOYMENT DESIRED

Position applying for: ¢ &‘\\L o Salary desired: O’OQ'Q
Are you currently registered with any staffing and/or employment agencies? If 50, please list

Are you applying for; Fuil-time work? Yesu__l/ No__ Part-time work? Yes, Z No___

Temporary work, e.g., summer or holiday work? Yes m_%lo_m From: To:

How did yoy find out about our open posilion? (Please checl fill in proper name of source):

Referral [¥] Name of Referral Ctmlfo'e‘l/ Hz‘f} lQ Newspaper 1 Job Fair [1 Agency [7] Gompany Website [
Other Web Posting {1 Other Source {[:I

Coutd you work overtime, if necessary? Yeg _Zﬁu_____ IT hired, on what date could you start working? __ 3 /¢ - o ¢ o1

Please keep in mind that schedules and shifts may vary depending on position and season, Addifionally, the hours ma y vary from
week io week, depending on the coinpaity needs. Please list only the times/days you're available to worl fyeforwr,

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESIAY THURSDAY FRIDAY SATURDAY
AVMLABLE
DALY
AM 0 o0 | (600 |00 | (6708 | 4od
PM 1000 | (50D | 1002 1000 | 1000
Do you have any vacations or extended lcaves planned in the next 12 months7 [ so, please st dates:

Have you ever applied to or worked for Acrobat Outsourcing before? Yes___ No _Z ifyes, when?

Do you have friends or relatives working for Acrobat Outsourcing? Yesj/ No___  lIiyes, please stale name and relationship
If hired, would you have a reliable means of transportation to and from work? Yess/ No___

IF hired, can you present evidence of your legat right fo live and work in this courntry? Yes_!__/ No

State age if you are under 18 - Ifyou are under 18, hire is subject to verification that you are of minimum legal age to worl,

Are you able to perform the essential functions of the job for which you are applying? Yes .....’Z No_
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If no, describe the functions that cannot be performed. (Note: We comply with the ADA and consider reasonable accommodztion

measures that may be necessary for eligible applicants/employees to perform essential functions.)

Pursuant to any and all Fair Chance Ordinances, we will consider for employment qualified applicants with arrost
and conviction records.

o EDUCATION & SKILLS .

MAME OF SCHOOL CITY & STATE GRADE OR DEGRFEE DIiD YOU GRADUATE?
COMPLETED
Wwenkgort 2 fepnd Le v yas g, O 8 e
Cony medo o tdeos {/Lodvcﬁli\\ CTH’/ Heed o icadd (s dgipt Yo
Do you have any special licenses, certificates or special trai/ling‘? ir 3
80 please list under “Special, YEES NO
Are you computer literate? i so, list software knowledge under =S NO
"Special.” Cﬁ_//
Are you proficient with Point of Sales Systems? I, so please list YES NO
which ones under "Special.” |
Do you have any other experience, training, qualifications or special @S NO
skills, which you feel make you especially suited for work at Acrobat
Outsourcing? If so, please list under "Speucial,”
Special: (25w o\

CEMPLOYIMENT HISTORY

AR

List below ail present and past employment starting with your maost recent employer (last 10 years is sufficisnt). Account for unemployment periods of three
maonths or more,
Are you currently employed? Yos No,{ i s0, may we contact your curront employer?  Yes_ Mo _

Name and Address of Employer _ \0 A\‘MN‘J(

Type of Business pY e/ Tglephone No. (Bl 8- 7290 Supervisor's Name  J.~
Your Posifion and Duties_ /% éffi,/n e

Dates of Employment: From /2~ 22,8 To /- Aoy @

Reason for Leaving: waf W/?‘/ é«'z,y/e/j?

Name and Address of Employer /f)///é L7 X S W
7/é 7

Type of Business 4%y e Telephone No. ( B¢y 75 7- //Q//ﬁ Supervisor's Name In L
Your Position and Duties iD&f‘Le/‘l‘D\) D B RsSewible, L0
({

Dates of Employment: From /- «ﬂz?/f/ To_5- 37, 15
Reason for Leaving: \ RJ\O@

Name and Address of Employer %t (, \L QJM:'Q [OI l.f/bt \014}7/ Z /ﬁ /ﬁ///’



Type of Business Telephone No.  ( Zf (o) L2 4 -QW\ Supervisor

Your Position and Duties_ (RCC (oD (‘( N
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Dates of Employment: From &=2ey% To¥- /Y

Reason for Leaving: \\ St .{) \\h\/)

Mﬁ"‘ ('%MMO/" *\064&/‘-&

Name and Address of Employer

Type of Business Telephone No.  (

Supervisor's Name

Your Pasition and Duties

Dates of Employment: From To

Reason for Leaving:

Have you ever been fired from any previous place of employment? [§ 50,

pleasa explain:

L H‘TARV ‘SERVICE

W——

Have you obtained any special skills or abilities as the result of service in the military?

If 80, describe:

Yes____ No___/

List befow three persons not re#atect to you who have knowledge of your work

Name: QM‘\AK/\Q/\L\ Q‘b(f'ﬂb@

Address

performance within the last three yours,
Telephone No. ( B(ro ) _zr<~m=m 2

Occupation: QA{&M‘}\J@) \f\vﬁ\/@oﬁ(@f Relationship:
Name: X(A‘A’{ YA \/\J/V\:\O/O

Address

Number of Years Acquainted: S 7

Telephone No. (({(0) ~D7~ &Bbé _

Occupation: _ &KL o R sdanst Relationship:

Name: L-ut;ué; q“ad}@f

Number of Years Acquainted: § I

Address

Telephone No. (Jllo ) «(4lio ~ S

Occupation; /Zﬁmﬁ 2%4/#4/%/@ Relationship:
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Please Read Carefully, Initial Each Paragraph and Sign Below

I hereby certify that | have not knowingly withheld any information that might adversely affect my chances for -
employment and that the answers given by me are true and correct to the best of my knowledge. | further certify
that |, the undersigned applicant, have personally completed this application. 1 understand that any omission or
misstatement of material facts on this application or on any document used to secure employment shall be grounds
for rejection of this application or for immediate discharge if t am employed, regardless of the time elapsed before
discovery.

I hereby authorize Acrobat Outsourcing to thoroughly investigate my references, work record, education and other
matters related to my suitability for employment and, further, authorize the references | have listed fo disclose to the
company any and all letters, reports and other information related to my work records, without giving me prior notice
of such disclosure. In addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabilities arising out of or in any
way related to such investigation or disclosure.

I hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my
background, which may include but not be limited to, information about my employment, ‘education, and/or criminal
history, which may be in the files of any federal, state, or local criminal Justice and law enforcement agency and
general public records history.

| understand that if sefected for hire, it will be necessary for me to provide satisfactory evidence of my identity and
legal authority to work in the United States, and that federal immigration laws require me o complete an -9 form in
this regard within three days of my hire date.

Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the application, or conveyed
during any interview, which may be granted or during my employment, if hired, is intended to create an employment
contract between me and the company. In addition, I understand and agree that if | am employed, my employment
is for no definite or determinabie period and-may be terminated at any time, with or without prior notice, with or
without cause, at the option of either myself or the company, and that no promises or representations contrary to
the foregoing are binding on the company unless made in writing and signed by me and the company's designated
representative,

I hereby acknowledge that | have read and understand the above statements.

J/
Applicant’s Signature % vse /;’/ Date &5/ G
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Cashier Test Score /15

1) Aroll of quarters is worth?
a) $5.00
b) $10.00
c) $15.00
@) $20.00
2) _Aroll of dimes is worth?
$5.00
b) $4.00 p
c) $3.00
d) $2.00

3) Aroll of nickels is worth?
a) 58.00
b) $6.00

4)  Aroll of pennies is worth?
a) $1.00
b) $0.75

(S"D $0.50 "
) S$0.25 :
5} What does POS stand for?

a) Patience over standards

b) Percentage of sales

@) Point of sales
d) People over service

—(D
6) What is the current sales tax rate in your city __]- Q(?J/_? 2

7) A customer buys a bowl of soup for $1.25, an apple $0.90 and a soda is $0.79. If you are given’ $10.00 how much change shou
you give back?
a) $4.06
b) $2.06
(€} $7.06
d) $5.06

8) A customer buys two shirts for 10.50 each and two ball caps for $7.25 each. If you are given $50.00 how much change should
you give back?

~a) $19.50
(bY $14.50
c) 5$9.50
d) $4.50

9) A customer buys soda for $3.75 and a hot dog for $4.25. If you are given $20.00 how much change should you give back?
a) $6.00
b) $8.00
e $10.00
({iﬁ $12.00
10) A customer buys two hamburgers at $3.75 each, two bags of chips at $1.25 each, two cookies at $2.50 each and two sodas at
_$3.25 each. If you are given $100.00 how much change should you give back?
@? $78.50
b) $58.50
c) $38.50

d) $28.50
TEST_Cashier (2013.07.3
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665 Third St., Suite 415 « San Francisco, CA 94107

First and LasbName 5 have, e. j(\,,[(\g}")

Email: \ A

astvo (@ gl e v

Phone number:_ F/(o- (24~ 18(/%'7

Working Experience:

Company Name:

Dates of Employment:
Job Responsibility:

[ ]

L J

L]

Company Name:
Dates of Employment:

fob Responsihility:
L]
L
-]
L
Company Name:

Dates of Employment:

Job Responsibility:
L ]

800.236.2276 ¢ info@acrobatoutsourcing.com



