Dena Batties
2236 E. Cambria St.  | Philadelphia, Pennsylvania. 19134 | Email: DenaBatties@yahoo.com | Phone: 267-770-5348
													

           Education:		University of Phoenix
				Major: Human Services Management
				Date of Attendance: 6/2011 – 4/2013
				Degree: AAHM
			
				Mastbaum AVTS
				Major: Business Education
				Degree: Diploma

Objective: To obtain a position where I can utilize the diversified skills that requires a self motivated and dedicated person.

 Work Experience:

Northern Liberties Day Care and Learning Academy
2/2017 – 8/2017 – Assistant Director

· Maintain a safe environment.
· Meet all applicable licensing regulations.
· Maintain daily open communication with parents.
· Maintain files and attendance records.
· Assist staff with long and short range activities in accordance with curriculum objectives, developmentally appropriate practice and program philosophy. 
· Maintain enrollment. 
· Attend in-service and staff meetings. 
· Supervise staff, and outside support staff.
· Monitor and track payments and telephone. 
· Assist and or monitor daily breakfast, lunch and snack. 
	


AmeriBest Home Care -  Home Health Aide
6/2016 – 6/2017

· Supports patients by providing housekeeping and laundry services
· Shopping for food and other household requirements
· Preparing and serving meals and snacks
· Running errands
· Assist patients by providing personal services, such as bathing, dressing and grooming

EducationWorks – OST Site Director

6/08 – 8/2016

· Plan an age-appropriate after-school program or camp that meets the needs of the enrolled children and their families, and complies with the funder's guidelines
· Develop a schedule for each group and ensure that the schedule includes all required elements and flows smoothly
· Oversee implementation of the project-based learning programs and all other aspects of the program
·  Work closely with the OST Programs staff and other staff to plan for sub-contractors, special events, and trips 
· Develop and implement a plan to involve families in the program, with assistance from the OST Programs staff
· Separate children into groups by age, keeping ratio compliant with DPW regulations
· Participate in a planning process for EW summer programs
· Publicize the program to students and their parents/guardians and facilitate the enrollment process
· Completion of all enrollment documents in a thorough and timely fashion, applications, attendance, etc. 
· Work with school staff on the use of space and ensure that program space is attractive and orderly
· Coordinate with the other programs in the school (e.g., extended day or summer school) to maximize opportunities for families and children
· Be the point person at the site on a daily basis during program hours: 1) interacting with the PHMC and DHS monitor during visits, 2) interacting with parents, 3) interacting with the principal, building engineer, teachers and counselors	
· Assure that the program complies with the EW Policies and Procedures, DPW regulations, and best practices as articulated by Keystone Stars
· Attend required trainings and meetings
· Assist with training and interviews
· Coordinate food service
· Supervise Group Leaders and other staff working in the program	
· Set schedule for the program staff
· Ensure completion and accuracy of timesheets
· Complete performance evaluations for Staff members
· Other duties as assigned


          EducationWorks - After School Counselor
          4/07-6/08 Education Works
· Assist children grades K-6 in homework.
· Assist children in recreational activities, field trips, games and meals.
· Monitor the children behavior to ensure their personal safety and others.
· 100 Book Challenge.
· Plan children classroom activities and lesson plans.

           Allegheny Child Care Academy - Asst. Group Supervisor
           6/02-5/04 
· Monitored the behavior of children to ensure their personal safety and of others.
· Monitored activities such as napping sessions, recreational activities, field trips and meals.
· Monitored the physical well being of children and alerted appropriate staff when appropriate.

Little Learners - Care Giver
9/01-4/02 
· Assisted in the planning and delivery of classroom activities work such as story-time and arts/crafts sessions.
· Attended to the maintenance of a healthy and safe environment within the center.
· Attended to the physical needs of children such as changing diapers and clothing, assisting them in the bathroom and enforcing appropriate personal hygiene.

· Ensured that age-appropriate and safe toys are available for children; and kept toys clean and organized.

Jomar Inc. Head Cashier
10/00-8/01
· 
· Operated cash register to process merchandise sales which included cash, check and credit transactions.
· Handled merchandise returns and exchanges.
· Ensured quality customer service by performing cashier duties with accuracy and efficiency.
· Assisted in maintaining organization and cleanliness within the store.
    Porter’s Day Care Center - Secretary
    7/99-8/00 
· Prepared computerized documents including memo, letters, spreadsheets and reports.
· Answered multi-line telephone system and directed calls accordingly. 
· Maintained office records within the company filing system.
· Scheduled appointments for administrative personnel
· Sorted and distribute internal and external mail.
Skills: Computers, Faxing, Filing, Microsoft, Excel, Word Perfect, Power Point, Internet, Emails, Multi-line Phones, Data Entry, Typing and Copying. Home Health Aid Training. 

