


Mary M. McFarlane
2731 North Dover Street Philadelphia, PA 19132 (215)600-5643 Missbreya@aol.com


Objective	To obtain a position at a company that offers professional and personal growth

Skills
10 key, 40 wpm, Microsoft Word, Power Point and Excel, FEMA Training (National Institute Management System, Introduction to Incident Command, Introduction to the Incident Command for Healthcare/Hospitals, and Introduction to National Response Framework)


Experience
Therapeutic Staff Support
March/2018- Present Merakey Philadelphia, PA
Provide one-on-one interventions to a child at home, school, daycare, or any community based program.

Student Climate Support Staff
September/2017/Present School District of Philadelphia
Watching children during breakfast, lunch, recess, and in hallways
Wiping down tables between lunches
	
Tax Preparer
January/2008/Present Philadelphia, PA
Prepare and file tax documents; on both a paid and volunteer basis

Detail Cleaner
March/2010-August/2010 FMC Services Philadelphia, PA
Cleaning conference rooms and executive dining rooms
Cleaning pantries
Cleaning copy rooms
Cleaning cubicles, offices and cafeteria

Clerk GS 0303-04
March/2004-June/2007 I.R.S. Philadelphia, PA
Pocketing, pushing and filing carts of work
Pulling suspended and associating documents
Working suspended documents using IDRS
Stripping documents
Finding missing documents
Printing copies of checks
Renumbering documents

Assembly
[bookmark: _GoBack]February/2004-March 2004 Elmar  Horsham ,PA
Assembling custom made wooden window blinds

Secretary
August/2000/-December/2003 Dover Street Block Association Philadelphia, PA
Taking the minutes for each meeting
Creating fliers for events
Collecting money


Education
Everest University-Florida-Bachelor’s Degree- Criminal Justice November 2015- January 2018	
Everest University-Florida-Associates Degree (Received-Summa Cum Laude) – Paralegal Studies-2015
District 1199c-GED 2003


	

References are available on request.




