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Summary
Proactive and resourceful case coordinator with background in mental health services. Organized professional who works easily with staff, client, and families to meet service needs. Detail-oriented multi-tasker who thrives in challenging environments. 
Highlights
MS Excel expert                                          Bilingual in English, French, Fulani

Detail-oriented                                             Excellent communication skills

Coordination                                                Documentation 

Exceptional customer service                      Sales expertise

Billing familiarity                                        Team player

Reliable                                                        Organized
Strong work ethic                                         Program planning 
Excellent leadership skills                            Case management 
         Experience
2015- Present Public Health Management Corporation- Philadelphia, PA
· Monitor
· Locate

· Coordinate 

· Assists in identifying and developing community resources to preserve individual well-being in the home and community.
· Develops a professional working relationship with the families and consumers on caseload.
· Assists in developing individual Support Plan and personal budget. Updating the ISP.
2012- 2015    Open Systems Heath Care- Philadelphia, PA                    
· Observes records and reports all changes in client to supervisor.

· Accompany clients to doctors' offices and on other trips outside the home.
· Providing assistance and companionship.
· Provided primary resident care and assistance with daily living activities.
· Provided caring companionship to elderly and developmentally disabled patients.
· Worked as part of team to execute proper care of body mechanics and safety of patient.
· Maintained patient privacy and confidential patient information.
· Tested patients' blood glucose levels.
2011-2012        Cutco- Norristown, PA
· Contributed to relevant blogs, conferences and events both off-line and online to increase brand awareness.
· Developed contingency plans and alternative solutions for all projects.
· Balanced daily cash deposits and bank vault inventory with a zero error rate.
· Researched and resolved customer issues on personal savings, checking and lines of credit accounts.
· Entered member transaction data into the banking software.
· Delivered prompt, accurate and excellent customer service.
2009-2010      Brothers Food Market- Philadelphia, PA
· Delivered exceptional service by greeting and serving customers in a timely, friendly manner.
· Managed closing duties, including restocking items and reconciliation of the cash drawer.
· Skillfully anticipated and addressed guests' service needs.
· Delivered exceptional, friendly and fast service.
· Effectively used items in stock to decrease waste and profit loss.
· Inquired about guest satisfaction, anticipated additional needs and happily fulfilled requests.
· Correctly calculated charges, issued bills and collected payments.
· Politely answered phones promptly and recorded and confirmed reservations.
2008-09          Smiley Kids- Philadelphia, PA
· Received and processed cash and credit payments for in-store purchases.

· Exceeded targeted sales goals.
· Placed special merchandise orders for customers.
· Shared product knowledge with customers while making personal recommendations.
· Demonstrated that customers come first by serving them with a sense of urgency.
· Worked as a team member to provide the highest level of service to customers.
· Informed customers about sales and promotions in a friendly and engaging manner.
· Tracked down sources of special products and services to meet customers' special needs.
· Maintained friendly and professional customer interactions.
Education
        Roxborough High School                  Philadelphia, PA
        High School Diploma                          June 2010
        Cheyney University                            Cheyney, PA
        Bachelor of Arts                                   May 2014
Volunteer service
      Lawn Crest Free Library of Philadelphia
        Chosen 300 Inc.
        Mercy on Earth Inc.
                                     Languages 

· English
· French
· Fulani  

 Skills
· Achieving individual goals
· Monitoring

· Coordination

· Locating services

· Computers knowledge
· Positive approach in interactions with customers and team members 
· Reliable attendance
· Excellent communication skills. 
· Meeting the needs of customers and solving customer problems. 
· Experience in the financial industry
· Great interacting skills
· Experience making work-related outbound phone calls 
· Meeting and exceeding sales goals

  



References
Available upon request.
