6919 Waxwing Place 
Philadelphia, PA 19142 
(267) 745-9724 putmanj94@gmail.com 
Jessica Putman 
[bookmark: _GoBack]Skills & Certificates 	Certificates for completing Fire & Safety Training, Child Care, Act 31: Recognizing and Reporting Child Abuse: Mandated and Permissive Reporting in Pennsylvania, and CPR & First aid training. 
High level of patience for children. Efficient in providing a safe environment for children. 
Excellent child supervision skills. Highly knowledgeable on fun and interesting activities. Good communication skills towards both children and parents. Knowledgeable about the need for social, and intellectual growth for children.    

    Experience                         Head Teacher, Wee Care Childcare Center 
May 2018 - Present 
Responsible for the care, supervision and management of a class of Infants (3 months-18 months age). Plan and conduct an effective child development program to meet the physical, social, emotional and intellectual needs of each child. Ensure that child care routines are carried out in a manner that is prompt, hygienic, and consistent with the good child development principles.  This includes routines related to diapering, hand washing, eating, napping and transitioning between activities. Create an open, friendly, and cooperative atmosphere in which children and families feel comfortable and secure. Ensure that parents receive adequate information about their child's experiences at the center through daily contact.       
		                        Asst. Teacher, Wee Care Childcare Center
April 2015 – May 2018 
Work with children ages infant to pre-schooled aged children. Interact with both parents and children when problems arise and day-to-day activities. Planning the crafts and lessons for the week. Incorporating fun themes into the lesson plan each week. Dealing with first aid when children are injured or sick. Work with other staff to efficiently potty train children. Clean and organize the classroom area weekly. Keep track of daily activities of the children in my class. Supervise both indoor and outdoor activities. Changed diapers.  
Intern, Simon Gratz Mastery Charter School 
December 2016- February 2017 
Shadowed a counselor to learn how to counsel and the different procedures with in Gratz. Shadowed deans (staff that handle issues throughout the school) to see how the school handles discipline and altercations between students and students-teachers. Viewed case files to see what an IEP (Individualized Education Plan) is and how it works. Took on one to two clients, counseling about once a week for 30 minutes. Led a group session along with a fellow internee. Presenter, Franklin Institute September-February 2015 
Performed as Elmo. Interacted with children of all ages. Acted as Elmo’s handler when co-worker is dressed as Elmo. Created sanctions for photos. Helped children feel more comfortable with Elmo.  
Greeter I, Franklin Institute 
May 2013-February 2015  
Interact and acknowledge one to four customers at a time. Guide guests from one place in the museum to the next including locations with-in Philadelphia. Operate electronics in different part of the museum. Be understanding and attentive to hostile problems with guests. Interact effectively with kids. Help train other employees.  
Client Service Professional, H&R Block 
Jan.-April (2011, 2012, 2013) 
Handles problems with clients. Mange front desk and clients. Handle payments. Make appointments and answer phone calls. Close drawer at the end of the night. Effectively handle one to six clients at a time. 	 
	Education  	PHILADELPHIA UNIVERSITY- 4201 HENRY AVE PHILADELPHIA, PA 19144 – (August 2016 – February 2017) 	 
3.4 GPA. Graduate school, Community and Trauma Counseling. Courses currently and previously taken:
PHILADELPHIA UNIVERSITY- 4201 HENRY AVE PHILADELPHIA, PA 19144 – (transferred spring 2013-May 2016) 
3.0 GPA. Law and Society Major, Minor in Psychology.  
Student Coordinator for the Roxboro Round-tables. Which consisted in interviewing the current host of the week, recording the discussion and then editing the recordings and turning it into a video for the school website. 
 Volunteer for P.U.M.P UP (mentoring program with kids in the area) Spring 2013. Went to an underprivileged school once a week for a semester to help the first-grade teacher with grading papers, administrating test, helping children with homework, organizing the class. Page 
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 Volunteer for GO P.HAR (program were college students work with local grade/high schools to set up specifically designed workshops for them and run them). Presented a college interest workshop to eighth graders at St. James discussing college, why I went to college, my major, what I want to do in life etc. Also, gave them a tour of Philadelphia University to show them what college life can be like. 
 
 
