Rachael Madison
3406 East Falls Ln.
Philadelphia, PA 19129
(267)325-5048
raemaddy@gmail.com


Objective:	To obtain a challenging position within an organization that promotes growth and career advancement.

Experience:	PA Careerlink	Philadelphia, PA
                                 Administrative Assistant/Case Aide	May 2018 to Present
· Assists Job Development Unit 
· Provides general clerical and administrative support including typing ,filing, record keeping, and scheduling
· Creates and records case notes in designated database (ClientServe)
· Provides information to customers of upcoming events and programs available 
· Assists with updating customer database



	Horizon House	Philadelphia, PA
	Administrative Assistant	July 2013 to November 2017
· Responsible for entering data and maintaining accurate consumer and specialized databases
· Provided general clerical and administrative support including typing ,filing, record keeping, and scheduling
· Responsible for ordering office supplies, equipment and office furniture, and maintaining such items
· Entered data from bi-weekly labor distribution reports in spreadsheets/database
· Assisted Human Resource Department with processing and distribution of employee related documentation; conducting telephone reference checks and pre-employment screenings
· Developed and maintain financial department specific files and forms including but not limited to records pertaining to billing, collecting and documenting consumer room and board contracts, log receipt and distribution of checks, maintain room and board ledgers
· Processed and maintained files for check request, travel reimbursements and purchase requisitions
· Assisted with petty cash reconciliation and distribution
· Daily interaction with participants with IDD supported by Developmental Services division
· Assisted with participant activities/special programs and funds distribution
· Tracked incident/investigation reporting and provides reports for trend analysis
· Assisted with updating IMC agenda and the distribution of recommendations, ran EIM reports
· Prepared agendas, recorded minutes at the Quality Council meeting and distributed minutes and materials

	                                   



                                  Philly Temps      					          Philadelphia, PA
                                   Administrative Assistant				          March 2013 to July 2013
· Providing general clerical and administrative support including typing, filing,       record keeping, and scheduling
· Responsible for creating and maintaining databases
	                                  
Community on the Rise         			           Philadelphia, PA
	  Volunteer Youth Worker/Office Assistant                        May 2012 to March2013
· Tracked daily attendance of youth in program
· Monitored youth while they completed school work
· Provided one-on-one tutoring 
· Assisted with the intake process
· Created/Maintained files for youth enrolled in the program
                                	
	
[bookmark: _GoBack]
	BDC Associates	Philadelphia, PA
	Office Assistant	June 2002 to February 2003
	Added new material to file records, and created new records as necessary
	Performed general office duties such as typing, and sorting mail
	Answered telephones, directed calls, and took messages
	Operated office machines, such as photocopier and scanners, facsimile machines, voicemail, and personal computers

	
 	Penn Fishing Tackle Mfg.	Philadelphia, PA
	Office Assistant	May 2000 to June 2001
	Maintained and updated filing, inventory, mailing, and database systems either manually or using a computer
	Opened, sorted, and routed incoming mail, answered correspondence, and prepared outgoing mail
	Performed general office duties such as typing, and operating office machines



Education/Training:	
	Mercy Vocational High School	Philadelphia, PA
	Diploma	2001
Significant courses included: Business Education, Computer Applications and Accounting.

Community College Of Philadelphia		                         Philadelphia, PA
 Major: Behavioral Health/Human Services	                 

Horizon House						            Philadelphia, PA
Management Development Training				                              2015

Volunteer:              Community on the Rise					            Philadelphia, PA	
· Office Assistant
		      Thomas Mifflin Head Start					            Philadelphia, PA
· Room Parent
· President of the Parent’s Association
		      Philadelphia Board of Elections				            Philadelphia, PA	
· Judge of Elections
