Errin Murphy-Davis
5845 Penn Street, Philadelphia, PA 19149
Home: (215) 743-4935, Cell: (267) 257-7968
Email: ekmurphyd@gmail.com

Objective:  To secure a responsible position that will utilize my education and experience to their utmost potential, enhancing organizations profitability and realizing corporate goals.  The opportunity for continued personal development and career advancement directly related to my initiative and contribution is of major importance.

EMPLOYMENT HISTORY:
Bus Attendant 05/16 — Present
Employer: The School District of Philadelphia
440 North Broad Street, Philadelphia, PA 19130

Under the immediate supervision of the bus driver, school principal or designee, assists the bus driver of handling emergency situations, monitors the activities of special education students while on buses en route to and from school until released to teacher, instructional assistant, parent, etc. for the purpose of ensuring the safe transportation of all passengers.  Prepares reports (seating charts, incident reports etc.) for the purpose of documenting activities, conveying information, and/or complying with established guidelines.  Report any incidents (discipline, accidents, inappropriate social behavior, etc.) for the purpose of ensuring the safety and well-being of students.  Attends meetings, in-service training for the purpose of gathering information required to perform job functions. Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.

Office Assistant

Provides clerical support to the head and main secretary(s) in an office. Performs varied clerical tasks, which include answering multi-line phones, routing telephone calls or messages to appropriate staff, greeting the public, checking and recording information, filing, sorting and handling incoming and outgoing mail and operates copy and fax machines. Professionally communicates with students, parents, staff, community members and public officers regarding various school related issues. Appropriately maintains and secures confidential records and inquiries. Maintains appropriate certifications and training hours as required. Complies with applicable District, state, local and federal laws, rules and regulations. Attends work regularly and is punctual.

Adult Training Facility Assistant 09/17 — Present
Employer: Royer-Greaves School for the Blind 
496 Beidler Road, King of Prussia PA, 19460
Under the immediate supervision of the Program Director I work with clients in which I provide education, training, therapy, and support for students and adults who are visually impaired and some who have multiple disabilities. Stay knowledgeable of and responsive to the areas of each person’s Individual Service Plan and Annual Assessment that are deemed important for an individual’s overall Health and safety. Respond to and take action to correct problems and malfunctions of systems and report concerns to Immediate Supervisor. Ensure that individuals are regularly eating nutritional meals (assisting in the preparation of menus and meals) and ensure that nutritional food is available to individuals. Inform the program director of any unusual situations and occurrences, which impact the Health/Safety and Welfare of an individual. Provide individuals with necessary safeguards as defined in their individual Service plans and applicable agency policy and procedures. Ensure that individuals are not left unsupervised, except as outlined in the person’s Individual Service Plan.
Clinical Senior Data Entry Operator 12/06 — 03/13
Employer: Research Pharmaceutical Services (RPS, Inc.)
520 Virginia Drive, Fort Washington, PA 19034

Planned and directed the work of the employees within the Data Entry Unit, supervised their performances and provide input to employees evaluation. Worked with supervisor to provide input in the recruitment and selection process of hiring Data Entry Operators. Trained and mentored new employees and coordinated employees workflow. Identified issues, which may have affected the quality of finished project or work, timeliness of project completion and implemented solutions. Performed logging and tracking of Case Report Forms (CRF’s). Communicated effectively, orally by providing face to face training to employees, group training and conveyed information to supervisor and senior management staff. Communicated effectively in writing by drafting standard operations procedures (SOP’s), guideline, internal policies, preparing correspondence, corresponding to emails and various inquiries that needed to be addressed. Maintained and organized workload daily and set priorities. Recognized and resolved problems in source documents. Ran metric reports, ensured that data entry metrics has been achieved and submitted to report to supervisor. 
These addition duties were as the Senior Data Entry Operator, performed high volume advanced data entry work. The work involved entering, verifying, researching, coding, correcting and retrieving information from source documents and from the computer system with a high level of accuracy. Maintained office files, opened and distributed incoming mail, prepared documents, batched work, filled out control logs and delivered input and output reports. Submitted all required documents to its appropriate place. Headed up data entry activities. 

Data Acquisition Assistant II 09/03 — 10/06
Employer: Devon Consulting – (Contractor at Sanofi-Aventis)
950 West Valley Road Suite 2602, Wayne, PA 19087

[bookmark: _GoBack]Performed daily tasks associated with original entry and/or key verification of data generated by clinical trials.  Met work standards for quality and productivity.  Identified and resolved issues/problems, in which prohibited normal data entry by using acquired experience and expertise.  Utilize resources to resolve data entry problems associated with processing data from a variety of sources.  Provided and worked on a special task force for testing new database, assured that projects specific Clinical Data Processing guidelines were developed and updated.
Was responsible for records management to include logging, scanning, indexing, photocopying and distribution, performed quality control on documents scanned by Main and Satellite file rooms. Specialized in one or more of the advanced clerical functions including providing exceptional customer service, answering telephones, filed Case Report Forms (CRFs), lab reports and shipment forms in their case, retrieval of charts, loose document filing, prepping and scanning documents.

Parent Truancy Officer 12/02 — 09/03
Employer: Greater Philadelphia Urban Affairs Coalition 
(Philadelphia Anti Drug/ Anti Violence Network (PAAN)
1207 Chestnut Street, Philadelphia, PA 19107

Contacted parents via telephone and made home visits related to truancy and discipline, visited schools to monitor student attendance, monitored affidavits to verify students address. Informed the supervisor of Child Welfare with attendance and reported truant students. Prepared daily reports on truant students as assigned, maintained a high level of ethical behavior and confidentiality of work-related information, observed professional lines of communication at all times with individuals inside and outside of the school system.

Cardiovascular Technician/ Care Support Associate 02/95 — 04/98
Employer: Hahnemann University Hospital 
230 Broad Street, Philadelphia, PA 19102

Provided basic patient care such as greeting, assisted visitors, and set-up appointments with supervisions of senior staff.  Administered finger sticks and glucose testing, recorded vital signs, height, weight, collected, tested, and transported specimens, organized and stocked medical supplies.  Assisted with planning and assessments. Provided patients with their mobility, turning and positioning, transferring patients to and from wheelchair to appropriate departments, assisted with ambulation.
Performed electrocardiograms for in and out patients, monitored heart rate during procedure, explained test and procedure to patients, alerted physicians to instruments readings outside normal ranges, provided, screened and answered telephones calls, redirected calls to appropriate areas, copied, processed electrocardiograms via computer, faxed electrocardiograms results to the appropriate physician’s office.  Maintained and operated the testing equipment.

EDUCATION:
Peirce College, Philadelphia December 2017
Bachelors Degree, Healthcare Administration
Community College of Philadelphia May 2014
Associates Degree, Culture Sciences and Technology

CERTIFICATIONS:
Cardiovascular Technician (EKG Tech), Philadelphia, PA
Pharmacy Technician, Philadelphia, PA
Computerized Business Applications, Philadelphia, PA
Medical Coding and Billing, Montgomery County, PA

SKILLS:
Good customer service skills, knowledge of medical terminology. Knowledgeable of Microsoft Works, MS Word, Excel, Access, Imaging, Lotus 1-2-3, and Power Point, proficient in Macintosh, IBM PC and compatibles, knowledge of Internet and secure with databases, printing, copying, and faxing, typing skills 65-70 wpm / 17,000-20,000 kph.  Electronic Data Capture 2.0 (EDC), Oracle Clinical, Clintrial 4.2, Clintrial 4.3, Clintrial 4.5, Clintrial 4.6, Clinflow Applications.

VOLUNTEER EXPERIENCE:
Cardiovascular Technician, 12/94 — 02/95
Volunteered at Hahnemann University Hospital, Philadelphia, PA, 20 hours per week
Supervisor: Juanita Brown (215) 762-8450

Provided assistance to doctors and nurses in performing electrocardiograms on patients, comforting patients, answering their question, and responding to requests, documented patients services by completing patient records, reports, logs, and other records, maintained equipment by ensuring that the computers and the cardiovascular machine.  

Server, 08/18 — Present
Chosen 300 Outreach Program 
Volunteers at Chosen 300 Outreach Program, Philadelphia, PA, 2 hours monthly or as needed
Abiding Truth Ministries: (215) 476-7225

Prepare and serve hot meals to the hungry and homeless of Philadelphia.

Mentor 06/2015 — Present
Akoma Rites of Passage Program 
1924 W. Diamond Street, Philadelphia, PA 19121

Responsible for contacting, meeting with mentee weekly, acts as a resource and guide, serves as an example/role model, work closely with mentee and parents through phone contact, and group meetings, respect the mentee’s right to self-determination and independence social, developmental and emotional support. As a caring adult provide social, developmental and emotional support.
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