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Selma A. Copper
9778 Hilspach Street, Apt. A-1
Philadelphia, PA. 19115                                                                              
Cell:
     267-979-1809




 
Home:      267-686-8115 
             

Qualification Summary:

 

            Talented and dependable Administrative Assistant/Office Associate with good communication skills and adaptable to various types of work related projects and learning environments.  Skilled in all areas of the office and good use of office equipment including Smart Boards, scanners copies etc.  Maintain a strong customer base and client base background.  Presently working with small businesses, Owners and Entrepreneurs in the Greater Northeast Philadelphia area and surrounding communities.  


 Supported Professors in the Graduate Economics Department at Temple University, utilizing Banner, the Microsoft Office Suite, registration and credentials for entry into the Graduate Program. 


Experience:

Community College of Philadelphia, Center for Small Business, Education, Growth & Training

Position:  Administrative Office Associate.




05/17/2011-Present

· Assist the Office Coordinator with providing information and resources to Small Businesses in the Philadelphia Community and beyond.

· Assist with workshop development and planning, including conferences and seminars, etc.
· Prepare Course Registration materials. 
· Prepare PowerPoint Presentations for events as requested.

· Schedule events and maintain close follow-up.

· Co-facilitate a Professional Women’s group here at the Center, meet-up once per month.

· Assist clients and customers in finding resources for growing their businesses. (Business Plans etc.)
· Event planning (scheduling of appointments and mentoring sessions and appointments. 

· Construct and maintain databases, client files and paper materials throughout the office. 
· Construct and maintain Facebook for the Center.
· Typing and editing of correspondence, flyers etc.
· Assist with WEDnetPA. (Workforce and Economic Development of PA.)  
 

Temple University, Graduate Economics Department, Assistant to the Director,
of the Graduate Program.






05/2003-11/2009     

 Graduate/Secretary II/Administrative Assistant
· Assisted the Director of the Graduate School in Economics. 

· Provided support to 25 faculty members of the Economics Department, and 43        graduate students in the Masters and PhD Program.
· Accounts receivable. (Checks for leave of absence, admission etc.)
· Processing of applications for admission. 

· Prepared and assisted with entrance and registration for both graduate and undergraduate students.  Designed and maintained the Graduate and Alumni Database. 

· Provided results of Preliminary Exams, and Dissertation Proposals.

· Classroom scheduling, (media and presentations) and special event scheduling.

· Prepared PowerPoint Presentations as requested. 

· Report to Web, ISIS (GPA’s and GRE Scores). Access to grades etc.
· Typing of correspondence; other duties as assigned.

McGlawn & McGlawn, Inc., Mortgages and Insurance     
         11/2000-05 to 2003             
Administrative Assistant                                            

· Assisted the CEO and 24 members of the administrative staff.

· Screened Applicants for Life Insurance and Homeowners Insurance Policies.

· Prepared documentation for appraisal of properties, both rental and purchases.

· Provided consultation for clients seeking to secure homeowners insurance 

· Assisted clients with credit problems, including bankruptcy and refinancing, which resulted in approvals for homeownership.

· Accounts receivable. 

· Providing quotes for fire and liability insurance, including health insurance.

· Calculation of transactions, deposits, and accounts receivable.

· Installation of software and other computer related problems.
American Mortgage Network.  




       09/1995-to 7/2000              
 Secretary Administrative Asst.
· Screened clients in preparation of the 1003s, payments and deposits. 

· Obtained financial status through credit report agencies. 

· Documented and prepared appraisal material and collection of data.

· Provided excellent Customer Service 

· Maintained client database and active physical files.

· Responsible for meeting and greeting clients and maintaining a comfortable/professional work environment.

· Accounts receivable. 

· Secured credit reports and other documentation as requested. 

 Other Employment

The Crestview Convalescent Ctr.
       1989-1995

Secretary/Customer Service Representative

· Maintained the Front desk and lobby area in a 200 Bed facility.

· Record Keeping

· Accounts Receivable (Checks etc.)

· Patient Registration and room assignments.

· File Management

· Customer Service, other duties as assigned.

· Typing of Correspondence and associated documentation.

Education:
Temple University, Undergraduate studies:  English, Education
Cheyney State University, Cheyney PA.  Undergraduate studies
Field of Study, Education, - Minor:  Special Ed.

Dickenson Business, Upper Darby, P   Field of Study:  IBM Computers, Professional      Development. Record Keeping I, II/Accounting I, II.

Simon Gratz High School 
Skills and Competencies:
 

· Typing is good at 50-55 wpm. 

· Microsoft Word, PowerPoint, Access, Excel and Outlook  (Microsoft Office 2007-2013)
· Experienced-Internet Researcher
Affiliations:    Certified Foster Parent, Now Adoptive Parent:

New Foundations Foster Care and Adoption Agency
Heart Savers CPR & First Aid CPR AED, Certified

 

