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	Shirlee D. Brinson

	Objective

	Enthusiastic professional with extensive experience in a customer base environment with background which includes reception, customer service and direct support professional. Personable, friendly and loyal team player who is able to relate well to clients. Excellent organizational skills with proven abilities in data management and inventory control. Passionate about continuing education in addictions to expand on the knowledge of individual and group dynamics, with a focus on motivating clients to develop healthy coping methods. 

	Experience

	2008 to Present
	Special People of the Northeast
	Philadelphia, PA

	Direct Support Professional
Support individuals with mental and physical disabilities, with a focus on teaching skills, to promote, increase levels of independence with the definitive goal of supporting people to lead self-directed lives as part of their community. Monitor those with medical needs along with administrating medication as needed. To give support on medical appointments, and social outings.

	

	2005-2007
	Cubellis Associates
	Philadelphia, PA                                            

	Receptionist
Handled all word processing and typing. Entered data for reports, shipping, and inventory. Maintained computerized inventory, supplies, and products. Coordinated meetings, travel arrangements and menu planning. Assisted in planning and organize company functions. Coded, verified invoices and payments. Answered the telephone and represented the company in a professional and businesslike manner.

	

	2003-2005
	Hillier Associates
	Philadelphia, PA

	Receptionist/Administration
Operated switchboard, maintained attendance database, 

Updated phone list as needed, assisted staff with car rentals, received mail and express delivery packages, prepared vendor approval forms, recorded incoming vendor and client invoices, coordinated conference room meetings

	

	2002-2003
	Ajilion Office
	Philadelphia, PA

	Receptionist/Administrative Assistant
Operated switchboard, sorted and distributed mail, faxes
Maintained calendars for Directors, researched archives concerning Real Estate

            Coordinated meetings, travel arrangements, menu planning, typing, verified invoices

	Education

	7/14
	Pursuing Bachelor of Science Degree - Concentration in Addiction- University of Phoenix 
Associate Degree in  Psychology- University of  Phoenix

	

	

	Certifications

	


2016 

        CPR Certified – Red Cross
