
Drexel University Philadelphia, PA Class of 2017 Bachelor of Arts in Sociology

Personal Skills
· Creative spirit 
· Reliable and professional 
· Organized 
· Time management 
· Team player 
· Outgoing 
· Critical Thinking 
Technical Skills
· Copywriting 
· Data Entry 
· Project management 
· Microsoft Office Expert 
· Market research 
· Communication skills 
· Networking expert 
· Data Analyzing 
Professional Experience
[bookmark: _GoBack]    TSS/STS Independent Contractor		___________________ J              January 2018- Current                   
· Followed given treatment plans strictly and accordingly to make progress with clients
· Keep open lines of communication with everyone that that takes care of the client
· Monitor the client for changes in behavior
· Teach the client how to manage their behavior better through regression techniques
· Build rapport with all clients in order to gain trust and begin progress

 
Police and Fire Federal Credit Union			___________________ J August 2017- December 2017                   
· Branch Representative 
· Recognized that every member contact is an opportunity to provide exceptional service 
· Aided members in resolving account discrepancies 
· Provided member service at superior level 
· Developed and maintained excellent working knowledge of all PFFCU products, services, policies and procedures.

Xavier Perez	735 NORTH TERRACE PHILADELHIA, PA 19123
Perez.j.xavier@gmail.com	                                           (267) 702- 9050

Human Resources Assistant at Jacobs Management Group___________________ March 2016- September 2016
· Assessed and input data into databases in a timely manner 
· Utilized online databases to maintain current information for future employment placement 
· Established strong recruiter-candidate relationships
· Acted as a liaison between employee and recruiter
· Analyzed potential employee placement opportunities
· Supported recruiters in finding candidates and organized their meetings


Computer Specialist at Korman Helpdesk at Drexel University _________________      nnApril 2015- September 2015
· Managed connectivity issues for student laptops and other devices 
· Executed restoration of all computers and other equipment in Korman computer lab
· Assessed new software issues and executed various procedures to clean infected machines 
· Tracked computer software issues to provide troubleshooting advice for reoccurring issues
· Managed online issues reported through helpdesk support database 






