Mercyd Garcia
2939 Ruth Street, Philadelphia, PA 19134
(267-745-8663), Garciamercyd@gmail.com
EDUCATION
Gwynedd Mercy University, Gwynedd Valley, PA
· Bachelor of Science in Criminal Justice, Graduated: 2016 	

PROFESSIONAL EXPERIENCE
SOAR Corporation, Philadelphia, PA 
Intake Specialist, March 2018 – Present 
· Responsible for the admission and registration of incoming patients
· Schedule and keep list of incoming or potential clients
· Prepare and maintain client files

Evergreen Adult Day Care Center, Wyndmoor, PA
Dual Role–Administrative Assistant, April 2016 – October 2017
· Assist the Head Director with coordinating the development, implementation, marketing and quality assurance processes of the day program
· Assist with interviews and assesses prospective clients to determine if their specific needs can be met by program services
· Manage 20-25 clients on a daily basis who have some form of mental disability
· Covered the receptionist position when needed

Therapeutic Recreational Coordinator, April 2016 - Present
· Develop and implement activities and recreational projects for clients
· Monitor and train activity aides

Universal Protection Services – Philadelphia Mills Mall, Philadelphia, PA
Security Dispatcher, November 2014 –May 2016
· Responsible for dispatching officers where needed
· Received calls concerning crimes, emergencies, and other requests for Security assistance; monitors and calls 911 for emergencies
· Monitored mall through use of CCTV

Kmart Corporation, Philadelphia, PA
Loss Prevention Associate, September 2012- December 2014
· Detected and apprehended shoplifters
· Performed camera surveillance 
· Opened and closed store

Kmart Corporation, Philadelphia, PA
Customer Service Supervisor, June 2010- September 2012	
· Maintain front end of store and operate the cash register
· Provide excellent customer service, including solving any problems and issues for people in a busy environment



Simpson Memorial Church After-school Program, Philadelphia, PA
Tutor, 2007-2009	
· Tutor students in grades kindergarten-8th grade in various subjects, including Science, Math, and Computer Science
· Teach English and Spanish skills to students
· Coordinate activities for the program, including field trips and gym activities

American Red Cross Nursing Aide Training Program 
Trainee, Summer 2009	
· Completed training to become a Certified Nursing Assistant, which included more than 20 classes and clinical days
· Assisted patients perform basic daily task, including bathing, feeding, and keeping them company
· Graduated with 3.0 grade point average and perfect attendance

SKILLS& CERTIFICATIONS
· Bilingual (Spanish & English)
· Microsoft Office programs (Word, Excel, Powerpoint, and Outlook)
· CPR and First Aid certified 
· Data entry
· Strong interpersonal skills 
· Detail-oriented 
· Document management 
· Office equipment (Multi-line phone system, Scanner, Fax machine and Printer 
· Schedule Management 
· Inventory and supply management 
· Filing
· Mailing 
· [bookmark: _GoBack]Meeting planning
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