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A R E A S  O F  E X P E R T I S E

	
· Program/Project Management
· Budget Development
· Strategic Planning & Analysis
	
· Talent Acquisition/Retention
· Non Profit
· Legal Administration
	
· Intake Coordination
· Database Systems
· Case Management



    Professional Experience

    Department of Justice (Executive Office of Immigration Review) Philadelphia, PA US                   01/2018 – Present	 
    Legal Assistant, Contractor
Provides court administration assistance to Immigration Judges and Court Administrator of Philadelphia; Utilizes Case Access System for EOIR (CASE) which manages the full life cycle of all immigration cases at EOIR.
· Provides legal support for case management function during in-court proceedings on a weekly basis for Immigration Judge by entering, processing, and retrieving legal information/documents; Receives tickets from attorneys and updates hearing in court.
· Primary lead for Federal Record Center (FRC) projects including pulling dated files, scanning, retiring, and shipping of all Record of Proceedings (ROP) to FOIA increasing shipment by 25%; 
· Creates reports from automated systems on daily basis; Drafts/Edits legal correspondence.
· Processes various legal documents including motions and petitions; Responds to written, telephonic, electronic and personal inquiries regarding legal proceedings.
· Reviews incoming documents/files and determines need to reassemble or create Record of Proceeding (ROP)
· Organizes case files for Master Calendar Hearings on a weekly basis; Generates, schedules, assembles and provides required cases to Immigration Judge.
· Assists attorneys, respondents and interpreters via the front desk to courtrooms; Logging/distributing/screening all incoming mail; Answers all phone calls/voicemails.
· Processes and examines charging documents, both voluminous and complex in format, all motions, and legal correspondence on a daily basis and updates CASE accordingly increasing productivity by 75%.
   Mosholu Montefiore Community Center New York, NY US                                                                    07/2016 – 01/2018
Assistant Program Director  
Authored new program initiatives and directives for diverse youth populations with a keen focus on educational support, professional development, and restorative justice. Accountable for talent acquisition and development for cross- functional staff of 25, new hire staffing/onboarding, payroll, and budget reconciliations
· Fostered new recruitment initiatives resulting in an influx of student enrollment within the program by 120%.
· Implemented employee training and development workshops targeting outcome productivity that is utilized across the program.
· Fully accountable for fiscal year budgets.
· Ensured School Age Child Care (SACC), Department of Health (DOH), and Department of Youth and Community Development (DYCD) compliance.
· Organized impactful service events for the greater community of the Bronx & Manhattan which result in over 100 involved attendees and participants.
   New York City Mission Society New York, NY US	          01/2012 – 07/2016
Program Aide / Academic Tutor 
Collaborated with team members to implement and track program productivity including, participant progress, intake coordination, enrollment, Department of Youth and Community Development, Department of Probation (DOP), work sponsor correspondence, and participant progress and case management. Streamlined budget reconciliation, payroll, and new hire documentation. Provided remedial English, Math and Enrichment support for a cohort of 15 students.
· Accountable for fiscal year program budgets.
· Managed case load of 20+ participant intake and assessment.
· Handled various database systems such as DYCD Online, YEPS, Paycom and Q&E systems for participant intake.
   


 Education
 Lincoln University

 Master of Arts (December 2019)
 Major: Human Services
 Relevant Courses: Life Span Development, and Theories of Intervention.
 John Jay College of Criminal Justice
 Bachelor of Arts (June 2017)
 Major: Political Science (Urban Politics and Public Policy)
[bookmark: _GoBack] Relevant Courses: The American Presidency, Constitution and Bylaws, and The American Government.
  
 Affiliations:        Delta Sigma Theta Sorority, Incorporated Member (2013-Present)

 Additional 
 Information:     Skills:
· Microsoft Office (Word, Power Point, Excel) 
· CASE (Case Access System for EOIR)
                            Certifications:
· Annual DOJ Cybersecurity Awareness Training for EOIR        06/2018
· Public Trust Security Clearance                                                  01/2018
· Early Childhood Education & Training Program                        05/2017
· New York State Department of Health Childcare Clearance      10/2012
· State Central Registry Database Clearance                                 10/2012
Leadership and Service Roles:
                            Delta Sigma Theta Sorority, Incorporated
                            Epsilon Tau Chapter, Vice President, March 2013-June 2014
· Received the 2013-2014 Exemplary Arts and Letters award at the 49th Eastern Regional Conference due to programs I created and led within the Bronx and Manhattan communities
Epsilon Tau Chapter, President, July 2014-June 2015
· Under leadership Epsilon Tau Chapter was awarded 5 awards including Chapter of the Year for the Eastern Region at the 51st National Convention in Houston, TX surrounding outstanding community service projects
New York Metropolitan Coordinating Council, Vice Chair, July 2014-June 2015
· Disseminated information to 40 local chapters (collegiate and alumnae) on a monthly basis which increased communication and local chapter partnerships by 15%
Eastern Region Program Planning and Development Committee, Member, June 2014-August 2016
· Instituted Region-wide initiatives for 123 local chapters (both collegiate and alumnae) to execute.
Epsilon Tau Chapter, Treasurer/Secretary, July 2015-June 2016
· Increased the overall amount of chapter funds by 20% by creating ongoing fundraisers that were implemented throughout the sorority year
