Kelly Test Blackwell
Newport, AR 72112
KellyTest.Blackwell@gmail.com • www.linkedin.com/in/kellytestblackwellt  • (501) 555-5555
*Open to relocation within Arkansas 

Administrative Assistant within the manufacturing industry looking to transition into Helpdesk Support, IT Security or related technology position.
SKILLS
Microsoft Office • Customer Relationship Management • Spanish • Adobe Illustrator
Equipment Maintenance • Project Management • WordPerfect • Lotus
EDUCATION
University of Arkansas Professional and Workforce Development 
Certification of Completion - Introduction to PC Security
Coursework Topics: Malware, VPN, Security Threats & Vulnerabilities 
December 2020

Newport High School                                                                                               
May 2012

PROFESSIONAL EXPERIENCE 
3M INC. — Little Rock, AR                                                               	                            	        Administrative Assistant                                                                         Aug 2014 – Present
· Assisted with all administrative tasks including scheduling meetings, organizing international travel, and distributing memos.
· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution
· Coordinate and direct office services, such as records, departmental finances, budget preparation, personnel issues, and housekeeping, to aid executives
· Oversee the maintenance and repair of machinery, equipment, and electrical and mechanical systems

ARKANSAS DEPARTMENT OF SOCIAL SERVICES — Little Rock, AR
Rehabilitation Counselor                                                                     Oct. 2012 – Aug. 2014
·	Conferred with clients to discuss their options so that rehabilitation programs and plans for assessing needed services can be developed
·	Prepare and maintain records and case files, including documentation such as clients' personal and eligibility.
·	Information, services provided with community referral sources, such as schools and community groups.
·	Analyze information from interviews, educational and medical records, consultation with other professionals, and diagnostics evaluations to assess clients' abilities, needs, and eligibility for rehabilitation.
