ADAM J. VISCONTO

4477 Livingston Street

Phone: 267-591-6525

Email: avisconto1@gmail.com
EXPERIENCE

July 2017 to Present, STUDENT SERVICES ADMINISTRATIVE SPECIALIST/ACCESS PROGRAM COORDINATOR
TECH Freire Charter School, Philadelphia, PA

· Responsible for compliance monitoring for over 100 special education files
· Responsible for daily maintenance of Philadelphia School District Computer and Philadelphia Student Information System/Infinite Campus for all Special Education students 
· Responsible for processing Transportation Access Requests (TAR) for students in Philadelphia COMPASS system
· Acted as liaison between related service providers (OT, Speech, Vision) and the school based Special Education teams
· Responsible for assisting school psychologist with mailing and tracking PTEs/PTREs and ERs/RRs
· Responsible for assisting school psychologist to ensure legal timelines are kept and State compliance standards are met 
· Responsible for establishing and maintaining the school based access program
· Responsible for maintenance of Easy TRAC site to ensure student information and related service logs are completed each week
· Responsible for managing the professional calendar for the Director of Student Services
· Responsible for school wide mailings 
· Responsible for maintaining office/classroom supply closet for entire school 
· Responsible for daily, weekly, and monthly supply checks
· Responsible for coordinating supply deliveries with business office
· Responsible for retrieving supply shipments and disseminating to appropriate parties
· Responsible for tracking school wide copier paper supply and ordering as needed
· Responsible for tracking supply costs to help improve budget expenses 
· Responsible for other administrative tasks and assignments as needed
December 2013 to June 2017, HUMAN RESOURCES ADMINISTRATIVE ASSISTANT/ STUDENT SERVICES ADMINISTRATIVE ASSISTANT 
Freire Charter School, Philadelphia, PA

· Responsible for semimonthly processing of school’s payroll
· Administrator for all school benefits programs (IBX, UCCI, UNUM, Alerus, Wage Works, Vanguard)
· Assisted the schools’ business manager with all HR related tasks
· Responsible for writing contracts
· Responsible for tracking new employee paperwork
· Responsible for handling employee termination paperwork
· Responsible for handling health care reimbursement claims
· Responsible for managing employee/employer contributions to the school’s retirement plan every payroll period
· Responsible for the employee file database of over 100 files
· Served as PSSA Coordinator and managed the preparation and implementation of State Standardized Test for 5-8 grade students. 
· Assisted the Special Education Directors at the high school, middle school, and Wilmington, DE locations with administrative/clerical tasks
· Acted as PA Access Coordinator for Special Education Department
· Responsible for submitting monthly service logs for health related services provided to students
· Responsible for daily maintenance of School District Computer and Penn Data System for all Special Education students 
· Responsible for all the files of over 180 special education students
Sept. 2009 to November 2013, SPECIAL EDUCATION PARAPROFESSIONAL

Richard Allen Preparatory Charter School, Philadelphia, PA

· Assisted school’s CAO with administrative and clerical tasks and responsibilities 
· Responsible for creating online Excel spreadsheet for staff extra credit hours
· Responsible for coding PSSA testing materials and packaging PSSA materials
· Responsible for sorting and maintaining school PSSA materials in confidential and secure manner
· Responsible for coordinating school wide make ups of PSSA exam
· Helped the classroom teacher grade papers and input data in our Power School system
· Worked with data from NWEA’s MAP assessment to assist in creation of leveled groups in classroom.

· Used data from NWEA’s MAP assessment to drive and/or adjust both small and whole group instruction.  

· Assist in the creation and implementation of weekly lesson plans for students with IEPs. Provide special one 1 on 1 help to a child. . 

· Utilized "IEP Writer" to create quarterly progress reports to monitor the student's academic progress.  
· Assisted in the differentiation of instruction during classroom time and provided additional resources when needed to help students reach their IEP goals.  

Nov 2007 to August 2009, ASSISTANT PRESCHOOL TEACHER
Little Clubhouse, Bridesburg Boys and Girls Club, Philadelphia, PA

· Assist in the creation and implementation of weekly lesson plans. 

· Ensure that the children remain engaged and involved in their area(s) of play. 

· Assist in the preparation of morning snack, lunch, and afternoon snack. 

· Ensure that the children are well prepared for kindergarten both socially and mentally. 

· Assist in teaching the children specific requirements for kindergarten including their addresses, phone numbers, birthdays, etc. 

· Provide special 1 on 1 help to a child if it is necessary. 

· Create an open communication with the parents and involve them in the learning processes that take place in the classroom.

Mar 2004 to October 2007, SENIOR PROGRAM WORKER

Bridesburg Boys and Girls Club, Philadelphia, PA

· Worked an after-school program for children grades K-6th. 

· Developed weekly lesson plans detailing the week's activities and what cognitive areas they enhanced. 

· Assisted in daily van run to pick up children in our program. 

· Directed homework help sessions for grades 2nd-6th. 

· Provided individual or group tutoring when necessary. 

· Implemented age appropriate activities that enhanced several areas of skill. 

· Served as Assistant director of athletic activities during the night program. 

· In charge of coordinating sport leagues, recruiting members to join, scheduling games, providing the proper exercise and training, tracking member participation, and printing follow up reports for each game. 

EDUCATION 

Oct 2001 to June 2005

FRANKLIN TOWNE CHARTER HIGH SCHOOL, Philadelphia, PA

High School Diploma

UNIVERSITY OF PHOENIX, 2012

Associate’s Degree in Elementary Education 

SKILLS, ACHIEVEMENTS, AND QUALIFICATIONS PROFILE

Member of the University of Phoenix’s “Voice of the Phoenix” Student Panel, Child Abuse Clearance, PA Criminal Clearance, FBI Clearance, Philadelphia School District's Highly Qualified Test (passed), Power School, IEP Writer, TIENET, Microsoft Windows, Microsoft PowerPoint, Microsoft Excel, Operating all general office machines.
REFERENCES

Angela Santore, Speech and Language Pathologist, Catapult Learning
Sabrina Mangroo, Certified School Psychologist, Humanus

James Serpiello, School Principal, School District of Philadelphia

SALARY REQUIREMENTS
 Lower to mid 50’s
