Nicole Whipple
Philadelphia, PA 19143
267-455-8963
nicolewhipple123@gmail.com

QUALIFICATION HIGHLIGHTS
· Ability to efficiently and accurately complete tasks
· Team player with the ability to work independently
· Strong communication skills that convey accurate information
· Ability to support staff of a company 
· Familiar with inputting information into a database

EDUCATION
Bachelor of the Arts Degree in Psychology					05/2017
Marymount University, Arlington, VA

High School Diploma								06/2013
Philadelphia High School for Girls, Philadelphia, PA
 
CORE COMPETENCIES
Administrative
· Completed administrative tasks such as directing calls, updating calendar, printing documents, filing, and guiding people to the appropriate staff member
· Completed task of inputting client information into the organization’s database
· Delivered mail to the appropriate staff member
· Created flyers and posters for events that Bridges To Independence were hosting
· Verified job references for a client seeking employment

Case Management
· Created new folders with applications and forms for new clients
· Accompanied case manager during home visits
· Assisted at risk clients with job and housing searches
· Provided support to the case managers of Bridges To Independence
· Updated case notes for the Bridges To Independence database

PROFESSIONAL EXPERIENCE
Philly Temps and Perm - Temp
DRC (Test Scorer)								05/2018 – 5/2018


Contemporary Staffing Solutions - Temp
ERT (Receptionist) 								11/2017 – 11/2017

Bridges To Independence
[bookmark: _GoBack]Case Manager Intern								09/2016 – 12/2016

SKILLS
Advanced in Microsoft Word and PowerPoint
Proficient in Excel and Outlook
Basic in Adobe Photoshop

