Dawn M. Laird

6435 Oxford Ave Apt 1A

Philadelphia, PA 19111

(215) 725-0543

     Business Experience:

                   01/12 to 05/16- Part-time Student Community College of Philadelphia 


       7/07 to 12/11- Warehouse Picker/Office Assistant-Marstan Industries

        

         10195 Northeast Ave. Philadelphia, PA 19116

Processed all incoming orders for restaurant supplies from various venders    including data entry, invoicing, filing. Duties also included filling in as an order picker when company was under staffed in the warehouse.
3/05 to 6/07- Self Employed: House cleaning & Meal preparation for elderly clients. Will provide references upon request.   


       03/04 to 2/05   -Family Service Counselor- Forest Hills Cemetery




       101 Byberry Rd. Huntingdon Valley, PA 19006 

Arrange and verify burial preparations with at-need families.  Negotiate   contracts and fees with clients and their representatives for all services.  Responsible for all incoming calls from lot owners and funeral directors for plot verification and internment fees.  Maintain files and appointment records with families for pre-need contract and sales.  Retain client list for future needs and services. Responsible for the completion of all work orders for perpetual care of graves per family requests.            

                    04/03 to 02/04 –Unemployed due to Family Illness.
                    04/97 to 04/03   -Tax Examiner- Internal Revenue Service
                                                                     11601 Roosevelt Blvd. Philadelphia, PA 19116                                                                                                                                                                                        

 T                                                   

Customer Service Representative in the Refund Inquiry and Collections Branch.  Processed taxpayer information regarding refunds, overpayments, and related tax matters; audit and adjust taxpayer accounts in accordance to IRS Tax Code.  Correspond with taxpayers in the resolution of notices, refunds, and collection inquiries.  Research and analyze tax processing problems and complete adjustment actions on individual and business accounts.  Additionally, I was a Lead Instructor for both new-hire and current employee update classes and seminars.  Improvements to internal audit and production record system, with a focus on increased production and improved accuracy in the handling of taxpayer accounts.  

9/86 to 2/97   -Financial Aid Officer- National Schools of Health

                                                           Technology

                   11000 Roosevelt Blvd. Philadelphia, PA 19116

        Initiate and process all documents relevant to Federal Pell Grants

                     and State Student loans.  Complete student entitlements for financial aid.

                     Register new enrollments for admission to the specified program. 

  EDUCATION:     George Washington High School

                                 Philadelphia, PA 19116

                                 Graduated June 17, 1986

                                  Community College of Philadelphia

                                  September 2012 to May 2016- 40 credits earned. 
SKILLS/TRAINING:  Proficient with: Microsoft Office; including, Word, Excel,

  Access, Windows XP, Windows 7, 10. Excellent at multi-tasking and meeting deadlines in a timely matter.  Strong customer service skills, quick minded and flexible.  

