FELICIA FOLENO
267-254-3189
FFoleno@hotmail.com

SUMMARY OF QUALIFICATIONS:

· Administrative skills that included data collection, Microsoft office usage, filing and excel
· Over 7 years experience working in an early childhood/special education setting with low income children and families
· Extensive knowledge of IEPs, goals and therapies to support IEPs
· Strong organizational skills to manage a caseload that changes frequently

EDUCATION
ChestnutHillCollege—Philadelphia, PA				  Bachelor of Science
January 2006 to May 2008                                                                         Major:  HUMAN SERVICES
	
Community College of Philadelphia —Philadelphia, PAAssociate of Arts	
September 2003 to December 2005                                                            Major:  Elementary Education

PA Virtual Charter School, King of Prussia	                             May 2016 to Present

Special Education Services Coordinator
· Manage a caseload of students in Special Education in K-6th grade.
· [bookmark: _GoBack]Communicate with families regularly to discuss services and help with the Special Education Process
· Monitor and oversee special education student services provided by contractual service providers a. Ensure the services are being provided according to the Individualized Education Plan (IEP)  
· Gather and verify reporting data for all reporting requirements concerning students with IEP’s and other required reports  
· Audit special education student files, both electronic and hard copy, to ensure that all appropriate documentation has been identified, retrieved, completed and finalized for current, incoming, withdrawn and inactive students  
· Utilize the Local Educational Agency meeting calendar(s) to monitor the timely submission of all special education required documents  
· Review and distribute (mail, filing, etc.) all special education student file paperwork in accordance to state, local, and school polices  
Family Support Services, Philadelphia, Pa	June 2010 to October 2015
Early Intervention Specialist
1. Provide special education services to 3-5 year old students, throughout the city of Philadelphia, identified as having developmental delays
1. Organize, plan, and teach Speech and Language groups (8-12 students) weekly
1. Collaborate with IEP team members, therapists, teachers, and parents to reach individual student goals
1. Consult with families and classroom teachers to develop the most enriching environment for each child
1. Develop measurable outcomes for students new to the early intervention system 
1. Collect data through formal and informal assessments on a daily basis which informs and creates instruction
1. Maintain communication with families and SEEDS coordinators; consistently meet state special education compliance regulations through initial and annual IEP meetings and reevaluation requirements
1. Become an advocate for families to help them learn more about services and what services they should receive
1. Get to know children as an individual to help establish effective support for each child.

Tot Time Child Development Center, Fort Washington, PA		               February 2009 to June 2010
Day Care Pre-Kindergarten Teacher
1. Responsible for the training and care of children ages 3 to 5
1. Create a nurturing environment for children to gain new skills
1. Create a daily routine for students using a lesson plan as a guide
1. Help to prepare children for kindergarten
1. Help children to develop motor, verbal and social skills






