Shawna Murray

PO Box 54062  Philadelphia, PA 19105
1253 S. 17th St Philadelphia, PA 19146
Shawrm23@gmail.com  267-748-4785
EDUCATION  
La Salle University, Philadelphia, PA 								     
Bachelor of Arts                                                                                                                  Expected May 2020                      
Major: Social Work; Concentration: Behavioral Health
· GPA: 3.89 (Major); 3.04(Overall)
· Awards: Founder’s Scholarship, Dean’s List Spring 2017-Fall 2018
RELEVANT EXPERIENCE	
[bookmark: _GoBack]Cayuga Elementary School  								           Jan. 2018 – April 2018
Internship, Philadelphia, PA 	               			        
· Observe meetings with parents, teachers, and administration
· Conduct peer mediations, counseling and reflection; promote PBIS
· Provide individual and group counseling K-5; assist with other assigned duties
· Assist with intervention plans for children in crisis 

WORK EXPERIENCE		
CAREERSUSA, Philadelphia, PA 								Mar. 2017-AUG 2018 
PRWT- Operations Processor 
· Processes customer and account source documents by reviewing data; resolving discrepancies by using standard procedures or rejecting incomplete documents to the team leader for resolution
· Enters customer and account data by inputting alphabetic and numeric information on keyboard 
· Maintains data entry requirements by following data program techniques and procedures

ADECCO, New Castle, DE		               			        
CITIBANK-Operations Processor	    Aug. 2016 – Nov 2017
· Reviewed and managed data generated from mainframe to assist technology team with internal systems ATS, and CORE  reports using excel in order to track daily renewal progress 
· Communicated with clients regarding updating security keys to prevent interruption in decoding and
Conducted research using all systems to update Clients current representative contact within the company
· Recorded meeting minutes, and published via email to keep department updated on actions taken

WELLS FARGO BANK, Philadelphia, PA 							July 2002 – Mar 2016
Operations Specialist II
· Processed bank levies, garnishments, child support orders, court orders, seizure warrants, and information subpoenas  while maintaining a high level of confidentiality 
· Communicated with internal and external customers such as attorneys, judges, have allowed me to develop strong communication skills, build relationships, and work with a diverse group of people
· Exceptional skills gained in problem solving, meeting deadlines, ability to handle large volume workflow, multi-tasking, and attention to detail have allowed me to resolve problems and follow up to ensure satisfaction 
SKILLS
Computer: Microsoft Office (Word, Excel, PowerPoint, Publisher), 10-key, CPR certified



