Nikia A Wilson
5653 Sable Way, Atlanta, GA 30349

Home 404-408-0811

Msnikia@aol.com

OBJECTIVE

To contribute to a growing company that seeks ambitious and career conscious personnel’s, where acquired skills, excellent customer service will be utilized toward continued growth and advancement. 
SKILLS
· Excellent Clinical and Customer Service Skills

· Ability to quickly learn new concepts and skills

· Knowledge of Medical Terms and Infection Control Standards

· Completed 24 hours of hands on clinical rotation at the nursing home.

· Completed 123 hours at Georgia State approved Nursing Aide Training Program
WORK EXPERIENCE
Atlanta Cancer Care – Atlanta, Georgia
Data Entry Specialist – January 2013- Present 
· Checks data from completed forms or other documents for accuracy and completeness and enters into databases.
· Reviews audit reports and resolves errors to ensure integrity of data.

· Identifies problems with databases management policies and procedures and provides input into their revisions.

· Provides direction or assistance to user of information regarding data requirements and status of paperwork.

· Train other employees on data entry procedures and policies.

· Assist in distributing reports and sort and file all paperwork.
Christian City Nursing Home – Union City, Georgia
Certified Nursing Assistant – January 2012- December 2012 
· Measured and recorded vital signs. 
· Measured and recorded food and liquid intake and output. 
· Bathed, grooms and dresses patients.  

Christian City Nursing Home – Union City, Georgia
Volunteer – 2011 - 2011 
· Attended to visitors and dealt with inquires on the phone and face to face.
· Supplied information regarding the organization to the general public, residents, and clients.
· Greeted visitors entering the facility and directed visitors to their specific destination.
· Contacted and sent out thank you letters to residents that donated money to the Children’s Village.

Grander Images Inc. – Atlanta, Georgia
Office Assistant / Receptionist - 2009 - 2010

· Responsible for all administrative duties, such as, billing, filing, collections, purchasing, scheduling appointments, luncheons and other responsibilities as needed.

· Coordinated and ensured food for luncheon were ordered and prepared accurately and in a timely manner.

· Responsible for verifying and keeping records of incoming and outgoing shipments.
· Resolved invoice issues and balanced accounts receivable and authorized payments.
Michael Johnson Accounting Firm CPA – Union City, Georgia

Accounting Assistant, 2007 - 2008

· Responsible for all cash handling, inventory, audits, cash office and scheduling for the front end.

· Follow all company and safety and security policies and procedures; report maintenance needs, accidents, injuries, and unsafe work conditions to manager; complete safety training and certifications. 

· Qualified candidates must be skilled in accounts payable, accounts receivable, payroll, general ledger, and benefits.
Marshall’s Distribution Center – Decatur, Georgia
Office Receptionist / Loss Prevention Specialist, 2005 – 2007
· Professionally administer incoming calls via a multi-line PBX switchboard system of 50 lines.

· Operates switchboard, routing calls inbound and outbound calls.
· Ability to prioritize multiple tasks, sign in visitors, and provide quality customer.
· Responsible for responding to staff inquiries and advised personnel on administrative and loss prevention issues.
· Duties include assembling, addressing, and shipping merchandise or material; receiving, unpacking, verifying and recording incoming merchandise or material.

EDUCATION
Creekside High School – Fairburn, Georgia – High School Diploma 2003 
Georgia Military College – Fairburn, Georgia – Associate Degree Pre Nursing 2011

Chattahoochee Technical College - Marietta, Georgia- Currently Enrolled Patient Care Program       
Certifications 

Chattahoochee Technical College- Patient Care Tech 2013

Chattahoochee Technical College - Certified Nursing Assistant- 2013 
Chattahoochee Technical College - Certified EKG Technician- 2013
Chattahoochee Technical College - AHA First Aid Certificate - 2013
Chattahoochee Technical College - CPR/AED Certificate- 2013  

Chattahoochee Technical College – Certified Phlebotomy Tech 2013


