Lateefa P. Boone
3145 N. 25th Street
Philadelphia, PA 19132
215.475.0596
Boonelat@gmail.com

EXPERIENCE:

11/2017-Present	City of Philadelphia
			Clerk/Typist I- Procurement Department
· Compose and type form letters, and memos, and reply to correspondences via emails, or telephone calls
· Receive and transfer telephone calls to appropriate staff, record and relay messages to staff; give out standard departmental information to inbound callers
· [bookmark: _GoBack]Utilize a computer or terminal keyboard for typing, data processing and routine data entry and retrieval tasks, and compile departmental reports
· Lend overall clerical support to City Deputy and the Director of Procurement
06/2017-11/2017	Community Learning Center
			Program and Office Associate/Learning Coach
· Answered and operated multi-line telephone system
· Registered prospective students for TABE testing session using OEA database
· Calculated cumulative test grades and averages, to create reports for OAE
· Used database to enter and update test scores, demographics and other information related to all learners and prospective learners
· Facilitated TABE testing sessions

2/2012-6/2015		Commonwealth of Pennsylvania
Income Maintenance Caseworker
· Organized and manage a large caseload of Philadelphia’s most vulnerable residents
· Interviewed clients and dissect information to make accurate eligibility determinations
· Made arithmetic calculations to determine accurate benefit amounts before authorizations
· Authorized SNAP, TANF, and Medical Assistance benefits for eligible applicants

EDUCATION:
2002-2004	     Community College of Philadelphia
		     Associate of Arts Degree
		     Communications

References:	     Available upon request
