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WORK EXPERIENCE: 











School District of Philadelphia



       

   1990 – Present
Early Childhood Education Coordinator



  October 2010 – Present 
· Plan, develop, and facilitate a variety of classroom programs; ensure congruity of activities, goals and objectives with pre-kindergarten programs
· Visit early childhood program facilities on a regular basis to observe teachers and review the effectiveness of use of materials, environmental conditions, class organization and arrangement
· Provide technical assistance to educational program planning; develop curriculum materials, maintain awareness of new trends and materials in field; adapt and prepare appropriate procedures

· Plan, organize, and conduct Professional Development staff training programs

· Discuss and explain program goals and curricula, as well as organize, develop, and conduct workshops for parents

· Confer with program directors, principals, and administrators to discuss policies, goals, and objectives

· Interpret and implement non-instructional policies and procedures concerning food service, health care, recreational activities, and the preparation of reports and requisitions

· Partnership with Mercy Neighborhood Ministries through the Philadelphia School District Head Start Program
Early Childhood Coach 



      

October 2004 – September 2010
· Provided instructional support to improve all aspects of the early childhood program  
· Worked with teachers individually or in small group presentations and assisted with the design of instructional activities across all content areas

· Delivered modeled lessons to classes when needed  
· Shared resources regarding innovative ideas, communicated information regarding objectives of educational initiatives, and collaborated with and provided feedback to colleagues  
· Assisted with the State mandated assessments for early childhood students   
Small Learning Community Coordinator
           

                   September 2000 - June 2004

· Coordinated SLC meetings and planning sessions

· Handled discipline problems and supervised SLC lunch  
· Supervised teachers’ accuracy in keeping official school records
· Provided the Principal with a monthly CSP status report and planned SLC activities
· Facilitated the development and implementation of special SLC projects and programs, which included service based projects for the middle school students
· Coordinated and monitored annual projects at our school including Philadelphia Cares Day and the Drexel University Junior Achievement Project
Elementary Teacher                                                          

      September 1990 - June 2000

· Responsible for the curriculum pertaining to Balance Literacy, Math, Language Arts, Social Studies, Science, and Health

· Prepared lesson plans, classroom displays and report cards
· Communicated with parents regarding the progress of their children

DeVry University 
Adjunct Faculty (P/T)




    

                    January 2008 – June 2013
· Duties include teaching Introductory and Advanced English, Introductory Computer Information Systems, Business Communication, and Speech
Peirce College                                                                        
                    September 1993 – June 2012 Adjunct Faculty (P/T)

· Responsibilities include instructing students in the areas of Office Information Systems, Emerging Office Technologies, Business Communication, English, Intro to Management, and Speech

SKILLS:














· Adept leader who is team oriented

· Proficient in many computer programs including Microsoft Office

· Excellent verbal and written communication skills and interpersonal skills

· Strong administrative and organizational skills

PROFESSIONAL AFFILIATIONS:         










· National Business Education Association (NBEA)

· Association for Supervision and Curriculum Development (ASCD)
· National Association for the Education of Young Children (NAEYC)
· International Literacy Association[image: image1.png]




