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717 East Main St								         619-371-2516
Lock Haven, PA 17745					           melindahedglin@gmail.com

Summary of Qualifications

Hardworking professional with six years of experience providing administrative support, customer services, data and calendar management with critical time requirements; superior organization skills in report preparation and documentation. Core competencies include:

	· Administration
	· Communication skills	
	· Strong sense of priorities

	· Project Coordination
	· Attention to detail	
	· Reputation for integrity

	· Excel			
	· Outlook		
	· Microsoft Office




Qualification Skills

Leadership / Management
· Site leader and  program manager for after school program
· Supervised, trained and developed staff, students and volunteers
· Designed site program schedule
· Implemented safety plans at site
· President of Inter-Club Council
Social Services
· Participated in numerous outreach programs including:	
· Feeding the Homeless
· Greater Works Empowerment for Gang Intervention and Mentorship
· Head Start
· Assisted in the UMOJA Program as a  mentor
Organizational Skills
· Maintained comprehensive volunteer and student records
· Secretary of Inter-Club Council
· Data and computer management


Education

BA in Sociology with Social Service Track, California State University, San Bernardino, CA    2014-2016
AS in Social and Behavioral Science, San Diego City College, San Diego, CA	                      2011-2014
_____________________________________________________________________________________

Work Experience

Caretaker, San Diego, CA						                                   2017-2018
Site Coordinator / Program Leader THINK Together, Rialto, CA			                      2015-2017
Crew Trainer, Cashier, Crew Member, Burger King Corporation #8547, Rockville, IN                2008-2011			

Volunteer/Accomplishments

	· Jamaica CSUSB Abroad Summer 2016
	· Small Treasures Day Care; Rockville, IN 

	· Student Senate SDCCD General Assembly 
	· San Diego Indie Fest 8, San Diego

	· SDCCD Student Representative 2 years
	· American Sign Language 3 years

	· Outreach Council 2013
	· Associated Student Government 2 years

	· UMOJA Program, San Diego City College
	· Executive/Bylaws Revision Council 2 years



