Jami Rhodes
316 W Fornance St
Norristown, PA 19401
Cell (610)-952-2987
Email jami.rhodes1980@gmail.com


Education
New York Film Academy, New York, NY 
MFA Screenwriting, 2012
 
Temple University, Philadelphia, PA 
BA Film and Media Arts, 2003 

Productions
Prisoner - Short Movie, November 2017
Production Assistant
· Carried set equipment to proper place
· Helped Art Department build and paint set
We Won’t Be Trumped - Short Movie, August 2017
Production Assistant
· Run Errands
· Loaded and unloaded camera equipment
· Helped keep craft services area stocked and clean
The Vindicator - Short Movie, March 2014
Production Assistant
· Run Errands
· Carried set equipment to proper place
· Helped keep craft services area stocked and clean
Morning Wood - Web Series, May 2012 – December 2015
Production Assistant
· Run Errands
· Carried set equipment to proper place
· Helped keep craft services area stocked and clean
Just Playing With Jason - Web Series, May 2012 – September 2013
[bookmark: _GoBack]Production Assistant
· Run Errands
· Assisted setting up and taking down lighting equipment
· Helped keep craft services area stocked and clean

Experience
Robert Half - Penn Home Infusion, King of Prussia, PA
Receptionist, 06/19 – Present     
· Greet clients as soon as they arrive and connect them with the appropriate party 
· Answer the phone in a timely manner and direct calls to the correct offices
· Handle incoming and outgoing mail
· Enter customer data and send correspondence
· Copy, file and maintain paper or electronic documents and records

Robert Half - Allan Myers, Worcester, PA
Account Payable Assistant, 01/19 – 06/19     
· Printed and sorted all incoming emails 
· Reviewed and verify invoices 
· Assisted with month end closing 
· Set invoices up for payment

Eastridge Workforce - The Honest Company, Playa Del Rey, CA 
Customer Service Representative, 9/18 – 11/18     
· Provided customer service through phone, email and live chat 
· Resolved billing and technical issues and provide order status information 
· Recorded and provided customer feedback and data to relevant internal teams 
· Maintained detailed product knowledge to engage in consumer education and support sales efforts 
 
Officeteam - Fandango INC, Beverly Hills, CA  
Corporate Escalations, 1/18 – 7/18       
· Handled all calls regarding rewards/promotions 
· Organized and managed all aspects of filing and customer correspondence 
· Assisted with refund processing 
· Took care of VIP customers and special circumstance customer  
· Assisted with documentation and other operational needs when necessary 
 
Supreme Marketing, LLC, Glendale, CA  
Office Assistant, 12/16 – 9/17     
· Worked in a busy call center environment. 
· Contacted potential customers to set up free construction consultation appointments. 
· Confirmed appointments and customer information.  
· Researched contemporary housing construction trends. 
 
Floyd Staffing - LAFD Brush Clearance Unit, Van Nuys, CA  
Office Assistant, 5/16 – 8/17     
· Answered phones and took messages on multiple lines for fire inspectors. 
· Checked and delivered mail for all fire inspectors. 
· Replied to homeowner calls/emails questions regarding brush clearance. 
· Copied, faxed, and ordered office supplies as needed. 

Kelly Services Healthnet, Woodland Hills, CA  
Enrollment Specialist, 8/15 – 11/15     
· Processed Medicare applications. 
· Answered member benefit inquiries. 
· Verified correct member information was entered into database. 
 
Key Qualifications
MS Office, MS Outlook, CRM, Multitasking, Detailed-Orientated, Communication Skills, Social Media, Customer Service, Travel Arrangements, Scheduling

