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Professional Summary 
Previously completed military service obligation, a formal education along with a abundance of training and knowledge. Skills acquired include time management and supervision, maintain accountability, administrative duties, financial responsibilities and budgeting. Resilient and able to adapt to changes and new tasks.

Summary of Qualification
· Leadership experience
· Supervision experience
· Administration experience
· Case Management experience
· Attention to detail
· Government secret clearance 
· Works well on a team
· Personable
· Takes direction well
· Punctual

Experience
Leadership
· First line supervisor in high-level dinning facility.
· Trained and mentored multiple personnel on policies and procedures as directed.
Supervision 
· Successfully supervised multiple personnel per shift and maintained punctual, organized and on schedule. 
· Planned, organized and executed tasks in a high pressure environment, responsible for high value items and personnel. 
· Planned, organized and executed personnel schedules, appointments and personal information. 
Administration
· Configured and customized detailed menus based on budget.
· Communicated with multiple department heads to plan meetings and preparations. 
· Entrusted to manage office in immediate supervisors absence. 
· Created spreadsheets and power points used by office personnel to support and execute tasks.  

Employment History
Administrative Assistant 							                2012 - 2013
First line supervisor 							                2012 - 2013
Heavy Vehicle Driver 							                2011 – 2012
Case Manager                                                                            			   2017 -  2018

Education and Training
Masters in Human Services Counseling, Liberty University (Aug, 2018).
Bachelors of Science : Social Psychology, Park University (2016, Cum Laude). 

Professional References

Gloria Yaport – Administrative Supervisor : 360-339-2032

Ann Ogel – Child Youth Service Administrator – 915-241-8085

Julius Jackson – Logistics Coordinating Manager – 254-702-1052

Nitsa Leone – Case Manager Supervisor- 610-733-2089
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