

Demetria S. Wade
(267)-632-1189
Demetria0621@gmail.com



EMPLOYMENT

Office Manager – Children Services Department
Blossom Philadelphia				6/2009 – Present

RESPONSIBILITIES
Provide direct support to Director of Children Services; maintain calendar; schedule meetings; arrange domestic travel 
Attend Senior Management meetings; record minutes; follow-up and provide feedback on assigned tasks
Greet, screen and escort visitors; answer multi-line phone system; direct calls to appropriate personnel
Operate security system with live interfacing; monitor security cameras 
Supervise Administrative Support staff
Track annual employee clearances, physicals and training hours
Respond to emails and inquiries regarding program services, budget allocations, personnel issues, etc.
Perform staff evaluations,  prepare budget requests; complete monthly billing for state funding sources;  prepare billing for daycare families (approximately 95)
Review and verify staff payroll; request temporary service for vacancies
Act as liaison between Department and Human Resources for all HR issues and objectives 
Receive/Process all payments for daycare services via cash, checks and credit cards
Balance Petty Cash and other department bank accounts; perform banking deposits
Prepare and distribute correspondence, reports, presentation materials, handbooks and other publications
Coordinate and schedule trainings; maintain training room standards; monitor and order supplies
Track expenditures, prepare vendor payments and process check requests for reimbursement
Coordinate off-site events by arranging venue, caterers, issuing invitations, and controlling event budgets
Coordinate all fundraising events including advertisement, staffing, and tracking earning goals

ACCOMPLISHMENTS
Recipient of UCP’s (Blossom Philadelphia) IMPACT Award for outstanding professional
Co-Developer of Children Services Department Manual detailing the administrative support staff’s job functions and responsibilities
Member of Strategic Planning/Focus Group and Staff Appreciation Day Committee


Senior Secretary - III 
School District of Philadelphia    				10/1990 – 10/2008

RESPONSIBILITIES
Provided direct support to the Campus Director and assisted Senior Administration 
Maintained calendar, responded to calls and emails for Senior Administration
Composed confidential correspondence
Tracked absences, vacation and expense reports for approximately 200 employees
Scheduled employee disciplinary conferences with Administration and Labor Relations
Verified overtime and processed payroll by using the Advantage Finance System
Organized and maintained files, guides and rule books 






Maintained personnel records 
Processed  Workman Compensation Claims and provided follow-up
Prepared internal and external job opportunity announcements along with offer letters
Prepared budget requests and expense reports
Scheduled substitute/temporary service for absent employees 
Interpreted district policy and addressed inquiries and or concerns
Processed Accounts Payable/Accounts Receivable
Supervised Administrative Support staff (8) 
Dispatched School Police and Housekeeping via two-way radio
Maintained effective working relationships with Senior Administration, staff members and the public 

ACCOMPLISHMENTS
Coordinated workshop for Regional Administrative Assistants focusing on client/customer service, district policy/procedures and effective time management
Recipient of an Official Commendation from the School District of Philadelphia


EDUCATION

Community College of Philadelphia                   						9/2003 – 3/2005
Coursework Completed									
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SKILLS  

Microsoft Office Suite (Word, Access, Excel, Outlook, PowerPoint, Publisher) 
QuickBooks 
iSolved HCM
Advantage HR/Payroll/Finance Information Systems
PROMISE – Claim Processing and Management System
Credible Behavioral Healthcare System









REFERENCES AVAILABLE UPON REQUEST
