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Career Overview______________________________________________________________________
                          Profile: Highly motivated with experience in administrative tasks, behavioral health and customer service responsibilities. Display professionalism in verbal communication and interpersonal skills. Perceptive to the needs of customers, clients and/or coworkers. Organized, creative, and dependable. Capable of working with others to achieve goals and objectives in a challenging environment.

Core Strengths________________________________________________________________________

                                    -Conflict Resolution                                -Strong Organizational Skills
-Creative Problem Solver                       -MS Windows proficient
-Excellent communication skills            - Data Entry

Professional Experience________________________________________________________________
                                       
                                    
                                       The School District of Philadelphia- Phila, PA
                                       Emotional Support Assistant- (2012-Present)
                                      
                                      -assist case managers/teachers in the implementation of instructional activities 
                                      -implementing, reinforcing and recording appropriate student responses
                                      -identify and record individual student behavior according to predetermined 
                                       program criteria
                                      -accompanies students, individually or in small groups to business or other 
                                       locations in the community
                                      -conduct in-class observations on students

                                       Clarity Service Group- Southampton, PA
                                       Therapeutic Support Staff- (2011) Part-Time

                                      -planning one on one child interventions and treatment plans
                                          -creating patient support teams
                                          - monitoring progress reports 
                                          -creating links between patients, support teams and other professionals.
                                   
                                         Axion of PA (Agency) - Conshohocken, PA
                                      *Supported Independent Living Counselor- COMHAR (2010-2011)

                                          -planning one on one adult interventions and treatment plans
                                          -assist individuals to enhance their job seeking and retention skills
                                         - coordinate assessment activities, groups and workshops
                                         - monitoring medication

                                      *Family Services Specialist- New Jersey Children’s System of Care (2010)

                                         -answer and register all inbound calls in a call center environment
                                         -warm transfer calls to appropriate individuals and departments
                                         -promptly responding to general inquiries, mobile response dispatch and 
                                          Counseling services for children and families via phone
                                         -creating authorizations for providers                  
                                         -completing data entry
                                         -demonstrate knowledge of all emergency and counseling services offered by the company

                                      *Children Services Administrative Assistant- Northeast Community Center for 
                                      Mental Health/Retardation (2009-2010)

                                     -Schedule therapy appointments
                                         -verify health insurance information for therapy services
                                         -organized, maintained and prepare clients charts for weekly therapy visits
                                         -managed a wide variety of administrative tasks to resolve clients issue quickly 
                                          and efficiently
                                        -completing data entry
                                        -promptly responding to general inquiries from staff, clients and families via 
                                         email, phone and fax.
 
 

                                     Methodist Home for Children- Philadelphia, PA
                                     Administrative Assistant- (2009)

                                    -Processing all of invoices of supply vendors for all supplies ordered.
                                        -Distribution of petty cash
                                        -Recording and documenting school/after school/summer camp tuition payments
                                        -Recording and documenting rent payment, savings and fees for the females in housing
                                        -Controlling the switchboard
                                        -Greeting visitors and scheduling meetings/appointments
                                  	
                                         Macys- King of Prussia, PA
                                         Retail Associate-(2006-2007)
                                       
                                        -Demonstrate knowledge of store products and services to build sales.
                                        -Maintain a neat, clean and organized shopping environment
                                        -Handling quick and efficient register transactions

                                         

Education__________________________________________________________________________
                   -University of Phoenix- Philadelphia, PA
                     Major- Criminal Justice/Human Services- (2011-Present)

                    -Bloomsburg University of PA- Bloomsburg, PA
                     Major- Sociology- (2005-2008)

                    -The Mathematics, Civics and Sciences Charter School- Philadelphia, PA
                     Area of Study- Education
                     Degree- Diploma (2005)

Certifications__________________________________________________________________
                      -CPR- Infant, Child and Adult
                      -First Aid
                          -Nonviolent Crisis Intervention
                         -Pennsylvania Training and Technical Assistance Network for Special Education  
                          Paraprofessionals



                                    












