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Mobile: (267) 212-3050
Email:  latoyattyson@gmail.com
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OBJECTIVE:	To obtain a career-oriented position at an established agency that will provide a great opportunity to combine my educational and professional experiences, as an accomplished multi-tasker and problem solver, working directly with staff, consultants, vendors, and clients while maintaining a high level of confidentiality.
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EDUCATION:

Cheyney University of Pennsylvania	
Major: Social Relations 
Awarded 2008: Bachelor of Arts Degree 

Kaplan University Online
Major: MBA
Obtained 12 Credits 
 			
CERTIFICATES:
· Life Coaching Certification
· Enterprise Business Analysis
PROFESSIONAL EXPERIENCE:
Bureau of Fiscal Services
Internal Federal Life Coach Collateral Position) September 2018-Present 
· Marketing to present and future Bureau employees
· Consult with old and new employees by getting to know them quickly and assess their goals efficiently and formulate strategies to help them meet goals.
· Creating Programs that meet the needs of the bureau and federal employees
· Maintain clear and active records for each client’s progress

Bureau of Fiscal Services
Payment Disbursement April 2016 – Present 
· Investigates, isolates, and resolves problems involving/affecting payments managed by the Financial Center
· Operates a variety of equipment to include inserters, enclosures, mail sorters and strapping machines and other miscellaneous equipment.
· Close out all jobs in the Workplace station system and print out reconciliation sheet to reconcile every job when completed.
· Create, search, or Retrieve files from the Mainframe, IDRS and wrist operating systems
· Performs quality control measures affecting the availability and reliability of inserting and enclosing systems.
· Demonstrating outstanding production rates throughout the Financial Center.

Housing Opportunity Commission
Property and Program Coordinator September 2014-Feburary 2015 (Relocated to Philadelphia)
· Create life skill programs that help tenants to regain self-sufficiency
·  Obtain quotes and determine vendor prior to creation of purchase order.  Confirm to purchase order guidance and ensure proper property number, account numbers are used.
· Monitor the property budget and be mindful of financial limitations. Review operating statements monthly and prepare variance reports by deadlines given.   
· Follow up with residents regarding delinquent rent accounts.  

PHILADELPHIA HOUSING AUTHORITY
Family Self Sufficiency Coordinator June 2014- August 2014
· Provide case management services including orientation, intake, Action Plan development, contract signing, progress evaluation, assistance and graduation, through regular meetings with program participants. 
· Explain client responsibilities and monitor performance in the Family Self Sufficiency program to clients lining in the North/North West section of Philadelphia.
· Compiled statistics of members participation develop reports regarding their progress and provide information and data to the Self Sufficiency Program Manager and other Management staff
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Tax Examiner Clerk, February2014-June 2014 (seasonal)
· Provide assistance on inquiries initiated by taxpayers by determining information needed to resolve inquiries, and researching pertinent tax data through IDRS, accounting records, telephone contact
· Take corrective actions to close a case, such as adjusting taxpayer's account, re-computing tax liability, and preparing manual refunds; 
· Refer possible violations of tax law or cases requiring examination determinations or legal determinations of the tax code.
PMHCC OAS
Intensive Case Manager May 2012- July 2013
· Help families obtain resources and refer to outside entities to obtain supportive services, Conduct comprehensive assessment of children’s needs, coordinate family visitation and Developing family reunification strategies and providing supports necessary to achieve those goals
· Facilitates clients access to Probation officers, Court, Department of Public Welfare, Social Security, Transitional Housing and community resources
· Maintain a maximum caseload of 25 crisis cases, obtain 100% of the available billable units based on the available hours per month and maintain a compliance documentation rating of 95% each month following the documentation rating matrix
PHMC Interim House Inc.
Family Resource Manager, May 2011-February 2012 (Position cut from program)
· Explains agency and program rules, regulations and procedures; assists clients in completing required forms and in gathering necessary documentation for Intake, Department of Public Welfare, Probation Officers, Social Security, Court, and Transitional Housing
· Help families obtain resources and refer to outside entities to obtain supportive services, conduct comprehensive assessment of children’s needs, coordinate family visitation and Developing family reunification strategies and providing supports necessary to achieve those goals
Project Transition 
Temporary Psychiatric Rehabilitation Counselor 05/2009 - 09/2010
· Assisted and worked with patients that have mild to severe psychiatric disabilities
· Analyzed, assessing and provided a program of therapy for patients in the form of psychotherapy sessions 
· Provide skill/Motivational coaching and counseling to residents through groups and individual counseling
· implemented medication administration and documentation procedures
Bank of America
Fraud Analyst 07/2008 - 01/2009
· Analyze data from multiple sources to identify discrepancies, spot fraud, and eliminate suspicion.
· Investigated and analysis account activities to assess levels of risk and fraud type and made the best decisions, which directly impact the customer experience. 
· Write reports, and document evidence, findings, and recommendations
· Performed back office functions related to research and resolution of fraudulent activity and service support. 

COMPUTER SKILLS: 

· Microsoft Office Suite
· Yardi System
· US Dept. of Treasury Mainframe and IDRS
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