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	EDUCATION

	Community College of Philadelphia, Philadelphia, PA              2013-  2017
	

	
	Associates of Science in Paralegal Studies
Associate of Arts in Liberal Arts
Course Work: Criminal Justice 
Cumulative GPA: 3.4
	

	
	
Temple University, Philadelphia, PA                                        2017-
Major: Criminal Justice
Course Work: Pre-law
Anticipated graduation 2019 
Cumulative GPA 3.7

	

		WORK EXPERIENCE




	
	
Philadelphia Youth Advocate Program, Philadelphia, PA    July 2005-Present                                            
Office Manager CBDS Unit/Court Liaison

Supervised Youth Advocates employees files and client files, while offering support and direction as necessary. Responsible for providing base information for company benefits.  Responsible for quality of casework and information documented by advocate, as well as, the accuracy of service hours and services provided per client.  Responsible to assign clients to advocates based on specific needs and geographical regions.  Responsible to follow up with families for quality assurance.  Responsible to update court officials, referring authorities, DHS and Probation Officers of client’s progress in the program. Worked with government workers and families in adverse condtions. Prepared correspondence, reports, technical documents, graphs/charts, forms, and other office support materials and ensuring correct spelling, punctuation, grammar, and format. Provided information to staff, compiles reports on research conducted, and maintaining administrative records, and making recommendations on how to address data anomalies;  Worked 40 hrs, while attending school full time


	Subway Deah Sandwiches, Philadelphia, PA            Aug. 2004-Jun.2005

	Shift Leader

Responsible for shift operations ensuring that food safety, product preparation and inventory control standards are met. Responsible for counting down of the register, happiness of the customers. Provided friendly and timely customer service to customer. Open and closed store, managed shift employees nightly. Managed 5 people per shift.
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Comfort Inn, Santee, SC                                           Jan. 2004-July 2004
	

	
	Front Desk Clerk
	

	
	

	
	Responsible for checking customers in and out for the hotel, making and maintaining reservation log. Required to setup continental breakfast for guest and handle guest complaints. Required to complete mid-day audit of hotel finances.  Required to exercise a considerable amount of independent judgment and decision-making.
	

	

	
	
	

	Skills
	
	

	
	Intensive knowledge of Microsoft office, some knowledge in CLIO, DISCO, SMaRT DRAW legal software, electronic discovery
	

	
	

	

	
	

	
	

	REFERENCES
	
	

	
	Bill McCarthy 
Court Supervisor for Philadelphia Youth Advocate Program
900 West Jefferson Street Philadelphia PA 19122
267-481-2416
Bmccarthy@yapinc.org

Sandy Wilson
In-Home Detention Director
900 West Jefferson Street Philadelphia PA 19122
267-977-3919
sdwilson@yapinc.org

Mark Johnson 
Stericycle Communication Solution Consultant
400 West Girard Street Philadelphia PA 19123
215-868-8226

Jerome Mond
Care Coordinator Northeast Treatment Centers
499 North 5th Street Philadelphia PA 19122
267-736-6500
Jeromemond215@gmail.com
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