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LILLIAN YVETTE RODRIGUEZ, ASBA, BSHS, MS/P
5735 N. Hope Street






                            215-276-1210 (H)    
Philadelphia, PA  19120

                lillian101258@gmail.com


     267-815-4198 (C)


ADMINISTRATIVE SUPPORT PROFESSIONAL

PROFESSIONAL PROFILE:
· Administrative Professional with 20+ years providing quality customer service and secretarial support. 

· Proven ability to run a small office or work as a team member in a larger environment.

· Skilled at letter composition, mail merges, database management, and report creation.

· Excellent telephone etiquette and accurate message taking skills.
· Bilingual: Fluent in English and Spanish. 
· Proficient utilizing computer applications: Microsoft Office Suite, Outlook, Word, Publisher, Excel, Access (some), PowerPoint.

· Detail oriented with the ability to multi task and work under stress and pressure. 
· Great attitude, team player and possess excellent communication skills.
WORK EXPERIENCE:
ALLIED UNIVERSAL SECURITY SERVICES (Neumann University) 


08/2015-9/2018
Shift Supervisor (Shifts Varied)

· Supervise Patrol Officers, Desk Officers and Dispatch.
· Supervise events that are held on Campus during my shift.
· Made sure that all Officers were in place at time of events.

· Assisted with the University’s Graduation.

· Report all criminal activity, along with medical injuries, etc.

· Made sure that all fire alarms were handled in the proper manner.
· Reported daily incidents and events to the Site Supervisor.

· Transported students and/or staff throughout the Campus and Off-Campus.
Patrol Officer (2nd Shift)
· Patrolled Campus as needed.
· Patrolled the Bachman Main Building and the Bruder Life Center.
· Made sure that all Classrooms, Nursing Labs, Library and Computer Labs were locked.

· Assisted with events at the Mirenda Center.

· Assisted students and staff with room lockouts.
· Transported students and/or staff within the campus. 
Desk Officer (2nd Shift)
· Made sure that the students swiped their student ID’s.
· Checked ID’s for overnight visitors and day visitors against the restricted and the alpha list.
· Made sure the students were safe.
· Assisted with fire alarms.
· Work in the different dorms.

· In contact with Campus Safety dispatch for various issues or situations.
· Other duties as assigned.
WOMEN AGAINST ABUSE, INC.







11/2008 –1/2015
Crisis Intervention Hotline and Intake Counselor
· Answer Hotline Calls and provided information and referrals, crisis intervention, options counseling and support to callers.
· Provided informed intake and DV counseling and support including safety planning.
· Provided direct service link for clients to external resources necessary to establish safety in leaving a domestic violence situation; Act as a liaison to clients or potential clients by providing intake, information, options and referrals.

· Work in coordination with Resident Advisor to ensure a coordinated Sanctuary and Trauma informed client intake and orientation.

· Worked in coordination with the DV OSH Specialist to ensure intake is provided to high risk cases.

· Maintained the daily census for both safe havens.
· Conduct Emergency Shelter Intake and Screenings for Ameya’s Place and Carol’s Place.
· Provided supportive counseling to residential clients.
· Assist staff members as needed such as translating information for Spanish Speaking residents, verbal and written.
· Enter client intake data into the “Client Track” program. Also used “ETO” in the past before Client Track conversion.
· Provided Supervisor with monthly Hotline Call Records and Monthly Reports.

· Assisted the Hotline and Intake Manager in double-staffing new volunteers, student interns, and new staff. 
· Attended scheduled staff, team, case management, Agency and external meetings, as assigned.

· Attended planning workshops and trainings when necessary. Maintained forms, charts, and kept other materials replenished and current.
· Maintained professionalism, sensitivity and confidentiality at all times.

· All responsibilities are implemented according to the mission and values of the Agency standards and including the Sanctuary Model.

· Other duties as requested or required.

CRADLE OF LIBERTY COUNCIL BOY SCOUTS OF AMERICA, Wayne, PA                         06/1991 – 01/2006
Registrar/Supervisor/Assistant Office Manager 





(2002 - 2006)
· In charge of the Registration Department.
· Supervised 2 Assistant Registrars.
· Reported to the Director of Field Service and Scout Executive.
· Revised and approved Eagle applications.
· Re-chartered Troops/Packs and Chartering Organizations.
· Updated data information for Scouts/Leaders and Organizations.
· Performed Criminal Background Checks.
· Prepared and mailed out membership cards/certificates and charters.
· In charge of Unit Accounts, prepared and mailed unit invoices to all unit leaders.


· Entered registration monies in unit accounts through the CAM System.
· Prepared bank deposit slips at end of day for the Registration Department.
· In charge of printing day end reports from the CAM System for the Controller.
· Prepared Eagle Presentation kits for Courts of Honor.
· Involved in preparation of Council’s Yearly Eagle Dinner Event.
· Answered volunteers’ questions and guided them through registration process.
· Assisted all District Executives with reports, letters and memos. 

· Prepared reports for monthly board meetings.
· Prepared large data base programs for mail merge documents.
Field Secretary             







           (1996 – 2002)
· Assisted all District Executives with letters and reports.
· Prepared invitations and programs for different events.
· Followed up with attendees for various meetings.
Membership Secretary







           (1991 – 1996)
· Entered all incoming donations for “Friends of Scouting”.
· Prepared various reports as needed.
· Recorded clerical staffs’ weekly time sheets.
· Prepared and mailed monthly invoices for membership donations.
· Maintained filing system.
EDUCATION:
PENN FOSTER UNIVERSITY
Certificate in Medical Terminology






09/2016-12/2016

Universiy of Phoenix








Masters of Science in Psychology






 02/2012-8/2013
UNIVERSITY OF PHOENIX





Bachelors of Science in Human Services                 


  
 07/2009-12/2011


             

COLORADO TECHNICAL UNIVERSITY, Colorado Springs, CO



Associate of Science in Business Administration and Management                      11/2006 - 3/2008
REFERENCES:

Cleveland Bailey – 4 Years
484-802-3659
Samia Bristow
267-266-5003 – 9 Years
Lisa Madison – 9 Years

267-258-4299
Rose King –5 Years
215-236-0657

Diane Baldi – 9 Years

267-984-0836 

