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EMPLOYMENT HISTORY: 

ALVERNIA UNIVERSITY 
Academic Administrative Assistant, Philadelphia Campus	
· Ensure classes have assigned instructors, classroom, day, and time.
· Receive and review all course syllabi for format and content accuracy.
· Audit student files to ensure all required documents have been submitted for individual programs.
· Create and maintain student records on departmental and university databases.
· Ensure adjunct instructors’ employment documents are submitted and filed as required.
· Provide customer support to students, as well as staff and faculty. 
· Establish, maintain, and update files, databases, records, and/or other documents in a manner that ensures preservation of the integrity, validity and accuracy of data. 
· Enter data, including student inquiries and applications into PowerCampus and Hobson Radius/Slate Admissions Information Systems.
· Provide administrative support such as answering telephones, assisting visitors, and resolving and/or referring a wide range of administrative problems and inquiries. 
· Liaise with campus departments to resolve day-to-day administrative and operational issues.
· Schedule and coordinate meetings, events, interviews, appointments, and/or other similar activities for campus Director, Assistant Director, and Enrollment Coordinators. 

JACOB A. RIIS NEIGHBORHOOD SETTLEMENT, INC. 
Human Resources Associate/Office Manager 
· Manage I-9 process for new employees
· Assist with bi-monthly payroll processing.
· Conduct new hire orientation. 
· New employee on-boarding: Network access, ID Badge, Supplies, etc. 
· Prepare periodic reports for management, as necessary or requested.
· Provide day-to-day benefits administration services such as benefit enrollment, termination, and assist employees with any claim issues. 
· Respond to external inquiries for employee information (unemployment claims, verification of employments, etc.).
· Conduct HR audits of personnel records.
· Communicate Human Resources policies and procedures to Program Managers.  
· Monitor staff leave time (vacation, personal and sick time). 
· Create, update and review HR forms as needed.
· Conduct reference and background checks.
· Answer department phone, and route calls to appropriate party. 
· Gather procurement documents for submission with city and state grant proposals.
· Assist with benefits and leave of absence administration. 
· Provide exceptional customer service to all employees and external clients 
· Managed the Riis Settlement monthly events calendar 
· Screened applications and scheduled initial interviews for positions, as needed.
· Conducted pre-employment reference checks.




READING AREA COMMUNITY COLLEGE 
Secretary, Move-Up: Adult Basic Education Program
· Conducted program intake, and new student orientations.
· Served as bi-lingual representative for the Department.
· Proctored adult basic education entrance exam for prospective students.
· Maintain accurate program records and files; ensuring confidentiality of student records.
· Created, maintained, and updated databases and generated reports as necessary.
· Developed procedures for, and managed, a variety of business functions such as work-study personnel, information management, filing systems, requisition of supplies, and other office functions.
· Provided administrative support to program instructors, as needed.
· Assisted in record keeping for the Pennsylvania Department of Education.
· Maintained security of tests, certificates, and student records as required by program regulations.
· Responsible for accurate maintenance of records for student attendance, registration forms, and student test scores.
· Assisted with program workshops, internships, leadership groups, service projects and events.
· Maintained communication control for the Community Education Programs.
· Performed administrative tasks such as answering phones and ordering supplies. Provided support through copying, faxing, and mailings as requested. 
· Scheduled and organized meetings, conference calls, and appointments.  Prepared items for distribution in relation to meetings.
· Scheduled meetings, and coordinated arrangements for meetings and conferences


JUSTICE WORKS YOUTHCARE 
Habilitation Specialist
· Interviewed clients to determine their needs and refer them to appropriate community agencies and services. 
· Developed client assistance plans after a needs assessment oral interview, and verified their eligibility documents. 
· Acted as liaison between clients and social services agencies. 
· Created and update manual and/or computer database client files by recording each contact made with clients and families, and maintained records required for follow-up. 
· Kept current files of social services available to area residents and provided information on how to obtain the services. 
· Arranged services with providers as required by case plans. 
· Provided emergency assistance, crisis intervention, and clothing bank referrals. 
· Assessed training needs of clients and families.

COUNCIL ON CHEMICAL ABUSE 
Administrative Assistant 
· Typed correspondence: letters, reports, contracts
· Processed all invoices and purchase orders. 
· Performed data entry for Safe Homes, PBPS, DFX Kids Club, TPRS, and other Council and state databases. 
· Prepared documents and organized information in spreadsheet format. 
· Organized and prepared information in layouts for printing booklets, pamphlets, invitations, and brochures for submission to printer/publisher. 
· Prepared necessary forms for overnight, registered, certified, and insured mail. 
· Provided translation/interpretive services as needed. 
· Answered 10-line phone system and routed calls and messages to appropriate staff. 
· Ordered and maintained inventory of office supplies. 



PROBE MARKET RESEARCH 
Part-time Freelance Recruiter
· Interviewed and recruited consumers for on-going market research projects. 
· Served as project manager for all Spanish language consumer recruitment projects.
· Assisted in the development of questionnaires to screen and recruit potential consumers for market research product testing. 
· Analyzed and processed product test results for each individual client company.

PETER E. GREENBERG & ASSOCIATES, LTD 
Executive Administrative Assistant to Sports Agent 
· Performed administrative functions for preparation and filing of necessary immigration applications for Latin American clients’ visas, permanent residency, citizenship applications, and visa change of status, with the aid of external legal counsel. 
· Provided extensive travel arrangements for staff and clients: flights, hotel, entertainment, car rental 
· Assisted in preparation of budget needs and annual reports of the firm.
Coordinated in-season housing for over 50 player clients and their families. 
· Gathered all necessary information for Major and Minor league baseball player clients' tax returns, processing of clients' mortgages, and automobile financing. 
· Conducted financial transactions such as wire transfers and bill payment for player clients. 
· Answered phones and routed calls, and messages, to appropriate person. 
· Traditional support in the areas of filing, typing correspondence, ordering and keeping inventory of office supplies.

L'OREAL USA 
Executive Administrative Assistant to A.V.P of Consumer Research Center 
· Developed questionnaires and interviews to recruit and screen potential consumers for market research product testing. 
· Responsible for updating daily product test lists of consumers recruited for tests being conducted. 
· Maintained and updated consumer demographic files to increase office productivity by simplifying clerical work. 
· Scheduled appointments and maintained department calendars. 
· Analyzed and processed product test results for each individual marketing group. 
· Prepared annual report of tests for year-end budget review.   
· Drafted and typed correspondence to be sent to internal and external recipients.  
· Scheduled and organized meetings, conference calls, and appointments.  Prepared and distributed items in relation to meetings.

EDUCATION:  
Long Island University – (September 1991- June 1993)
· Early Childhood Education 
 
StreetWise Partners, Inc – (September 2006 – January 2007
· Participated in an intensive 50 hour computer training/job coaching session every Saturday for 15 weeks. 
· Worked one-on-one with banking, consulting and other urban professionals to develop and enhance computer, writing, interviewing, and office skills.

SKILLS:
· Proficient in Windows applications (PowerPoint, Excel, Word,  Access)
· Excellent interpersonal, oral, and written communication skills.
· Language skills: English & Spanish
