                                                                                    Dominic A. Merritt

DMerritt@arcadia.edu  (484)-408-7790

7525 Devon Street, Apt E202, Philadelphia, PA, 19119


________________________________________________________________________________________                                                                                                                                                      
To Whom This May Concern:

     Please accept this letter and the attachments as in expressed interest in applying for the department assistant position with Cora Services. 
     I offer dependability, strong organizational skills, and the intensive desire to learn and achieve. 
Through many professional experience I have held different administrative positions which I have gain a lot of knowledge and a lot of different skill sets throughout each of the positions.     
The skills I have achieved and learned have brought me great benefits and experience like

managerial/leadership skills, good communication, learning good problem solving skills, task descriptions, and hands on experience. I offer good team player skills, time management skills, and experience with Microsoft office.  

     I look forward to an interview to asses my qualification, thank you for your time and consideration.


                                                                                                                       Sincerely,

                                                                                                               Dominic A. Merritt

JOB OBJECTIVE 

To obtain a position providing administrative and customer service support in academic/education field.

POSITION TITLES • ORGANIZATIONS

           March 2017-Current • Campus Coordinator • Strayer University-Center City Campus, Philadelphia, PA,19102                                                   December 2014-03/2017 • Administrative Manager (Administrator) • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124
                          November 2014-03/2017 • Operations Supervisor • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124

May 2014-November 2014 • Interim Administrative Manager • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124
August 2013-May 2014 • Administrative Assistant/ Clerk • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124
July 2013-August 2013 • Interim Administrative Manager • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124
August 2012-July 2013 • Administrative Assistant • Minsec/CEC Erie Outpatient, Philadelphia, PA,19124
March 2012-May 2012 • Office Assistant (Work Study) • Child Development Center, Philadelphia, PA,19130
PROFESSIONAL EXPERIENCE

Strayer University-Campus Coordinator 

· Call and confirmation all appointment for incoming prospective students and returning students
· Greet incoming/ returning student and faculty members to the campus.
· Prepare new student orientation packets and setup classroom 

· Complete inventory and restock supplies in student lobby area and staffing kitchen area.

· Complete faculty attendance sheets and update them as need. Ensure all classroom information is update in the system.
· Scan all student documentation in the onbase system. Review all documentation for all prospective students for accurate. Admit and matriculate application in the system and do follow up with admission department.

· Process new student transcript request and submit the student transcripts to the transcript central team.

· Follow up with prospective students on documents needed to complete admission file.

· Complete all data entry for student inquires and application in the Admission Information System.
· Answers and directing all phone calls 
· Assist the Campus Director, and Admission Manager, and business department with all other tasks as assigned.
· Review and complete admission reports and daily reports.
· Registrar and schedule students for courses.
Minsec/ CEC Erie Outpatient-2012-2017
Administrative Manager (Administrator)
· Maintain staff personnel and training files in accordance with policies, procedures, and annual audits.
· Onboard all new hires and process paperwork and provide orientation 
· Responsible for all data entry, changes, and maintenance of the database HRIS (ADP, and Utlipro) at the facility level of 12 employees. Maintain facility requisition process and applicant flow log (Share Point)

· Attend regular meetings such as regional, supervision, and phones conferences.

· Manage and process bi-weekly payroll for 12 employees
· Scheduling meeting and appointments 
· Involved in the hiring and termination process of staff.

· Work closely with upper management such as Human Resources, and Regional Management, and to implement new process, changes, and updates. Assist with unemployment insurance claimant.   

· Oversee staff training and complete monthly audit reports as site level training coordinator.
· Prepare, complete and oversee weekly schedules for staff 

· Complete weekly and biweekly administrative reports such as enrollment, evaluations, training, census and Position Control Reports.
Operations Supervisor 

· Oversee and complete clinician’s weekly schedules and psychiatrist schedule.

· Supervise all operations counselor and administrative staff.  
Also, provide weekly supervision to staff and oversee front desk operations.
· Assist with quality assurance with clinical supervisor 

· Process and code invoices. Work closely with vendors and accounts payable department

· Complete supervision reports and documentation 

· Order cleaning and office supplies 

· Manage all facility functions in lieu of clinical supervisor and director off site. 
· Oversee all facility structural functions and submit maintenance request as needed.
· Manage front desk operations. Scheduling intakes and evaluation appointments. Including faxing, scanning, email communication (Outlook), running insurance verification for BHSI, DOC, and CBH clientele. Utilizing Microsoft Office.
Interim Administrative Manager 

· Responsible for all data entry, changes, and maintenance of the database HRIS (Human Resource Information System)-ADP at the facility level of 12 employees. Maintain facility requisition process and applicant flow log (Share Point)

· Onboard all new hires and process paperwork and provide orientation

· Manage and process bi-weekly payroll for 12 employees

· Manage front desk operations. Scheduling intakes and evaluation appointments. Including faxing, scanning, email communication (Outlook), running insurance verification for BHSI, DOC, and CBH clientele. Utilizing Microsoft Office
· Answers and directing all phone calls.
Administrative Assistant /Clerk 
· Manage front desk operations. Scheduling intakes and evaluation appointments. Including faxing, scanning, email communication (Outlook), running insurance verification for BHSI, DOC, and CBH clientele. Utilizing Microsoft Office.
· Prepare for clinicians clientele folders for scheduled group sessions. Sort and file clinicians paperwork in chorological order in clientele chart and Complete and put together new admission client paperwork
· Schedule appointment for evaluations/intake while working with DOC (Parole & Probation) to assess proper documentation.

· Answers and directing all phone calls 
· Work closely with psychiatrist to schedule clientele for services 
· Oversee and complete clinician’s weekly schedules and psychiatrist schedule.
Interim Administrative Manager 
· Responsible for all data entry, changes, and maintenance of the database HRIS (Human Resource Information System)-ADP at the facility level of 12 employees. Maintain facility requisition process and applicant flow log (Share Point)

· Onboard all new hires and process paperwork and provide orientation

· Manage and process bi-weekly payroll for 12 employees

· Manage front desk operations. Scheduling intakes and evaluation appointments. Including faxing, scanning, email communication (Outlook), running insurance verification for BHSI, DOC, and CBH clientele. Utilizing Microsoft Office
· Answers and directing all phone calls 
Administrative Assistant 

· Manage front desk operations. Scheduling intakes and evaluation appointments. Including faxing, scanning, email communication (Outlook), running insurance verification for BHSI, DOC, and CBH clientele. Utilizing Microsoft Office.
· Prepare for clinicians clientele folders for scheduled group sessions. Sort and file clinicians paperwork in chorological order in clientele chart and Complete and put together new admission client paperwork
· Schedule appointment for evaluations/intake while working with DOC (Parole & Probation) to assess proper documentation.

· Answers and directing all phone calls 
· Work closely with psychiatrist to schedule clientele for services (medical assessment, psychiatric evaluation and medical check follow up)
· Oversee and complete clinician’s weekly schedules and psychiatrist schedule.
Child Development Center (CCP)• Philadelphia, PA 19130 – March 2012-May 2012 
Office Assistant-Work Study
· Assist faculty and staff with classroom tasks 

· Complete administrative office duties such as filing, alphabetizing, printing, and copying.

· Doing light typing for reports and correspondences. 
· Complete log reports for Director and Assistant Director
· Collect and file all attendance sheets 

· Maintain and update student files and put new enrollment file together.

EDUCATION

Arcadia University, Glenside, PA January 2015- Present
Community College of Philadelphia. Philadelphia, PA 2009-2013
Jameson Christian Academy, Philadelphia, PA September 2004-2008 (Diploma)  



