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Strong interpersonal skills; proactive and adaptable; punctual and a fast learner; proficient in Microsoft Office Suite and Word Perfect; proficient in OMTI Reporter Base; proficient in CM/ECF; proficient in JMS and AJIS jury database; organizational skills; excellent team player with the ability to work independently
Work Experience
May 2018- Present

Camden Coalition of Healthcare Providers, Camden, NJ ~Executive Coordinator for Executive Operations

· Work closely and effectively with assigned executive, keeping them informed of upcoming commitments and deliverables

· Manage calendars, personnel meetings, external meetings, inter and intra-departmental meetings, phone calls, contact, correspondence and expenses and travel arrangements for assigned executives.
· Conserve executive’s time by reading, researching, and routing correspondence; drafting letter and documents; collecting and analyzing information; and initiating communications.

· Improve overall organizational execution by providing a bridge for smooth communication among the executive and senior team, internal departments, and the entire organization with awareness of departmental surges.

· Disseminate key employee communications regarding office-wide matters and updates, as requested by executive staff.
· Participate in debriefings and relay follow-up information to other departments as appropriate.

· Complete special projects specific to the function of the executive team as directed by Program Manager for Executive Operations

· Support the office of the CEO as needed with scheduling, travel, meetings and administrative tasks, working with the Program Manager for Executive Operations.

October 2016 – May 2018
U.S. District Court, District of Delaware, Wilmington, DE ~ Generalist/Assistant to Jury Administrator
· Maintaining and processing case information during the initial filing of documents
· Sort, classify, file and retrieve case records from court files and records center
· Monitor proper access to records
· Process mail and correspondence and pleadings from inmates and pro se parties
· Provide basic case information to public, bar and the court
· Assist in entering documents and proceedings on dockets
· Civil case opening upon receipt of initiating documents
· Process attorney bar admissions, coordinate attorney admission ceremonies, process attorney CM/ECF registrations
· Filing of appeals in civil cases upon receipt of documents
· Process prisoner pleadings and orders
· Process Pro Hac Vice registration forms through CM/ECF
· Assistant to Jury Administrator, responsible for petit and grand jury orientation, processing jury qualification questionnaires and summons, processing jury attendance and payment, file and retrieve juror records for petit and grand juror, process all federal court jury mail, and additionally handle petit and grand juror phone calls and emails
· Bill of Cost preparer/writer
· Notary public for U.S District Court
· Assistant Courtroom Deputy for District Judges, Magisterial judges and visiting Judges. Responsible for assisting judges in managing court proceedings, prepare/review and process legal documents (orders and motions), attend all hearings, administer oaths to witnesses in court, document minutes during trial, attend courtroom conferences, communicate with counsel during deliberations, manage trial exhibits, work with jury and address all jury concerns/needs, maintain judges caseload.
May 2001 – Present 
Maggiano’s Little Italy, Philadelphia, PA ~ Bartender and Banquet Captain
· Preparing recipes adhering to all corporate standards to create a fine dining experience for all patrons

· Keep area clean and organized

· Handle cash transactions and balance through Aloha POS System

· Prepare biweekly inventory
· Comply with health and safety standards and policies

· Supervising team of banquet servers and bartenders to ensure events run smoothly and efficiently

· Plan, prepare and execute banquet activities

· Lead contact for contact for banquet customer

May 2016 – August 2016

U. S. Probation Office, Philadelphia, PA~ Federal Internship
· Completed 450 hours internship with U.S. Probation and Parole Department

· Completed collateral reports; retrieved information from the Criminal Justice Center; reviewed files; compiled reports for distribution; and updated the PSX (automated case management tracking system);

· Observed Form One interviews; and initial interviews while Officers utilized Staff Training Aimed to Reduce Re-Arrest skills (STARR);

· Reviewed “shooting victim reports” and researched the Districts PACTS system (automated case management tracking system) for possible perpetrator matches;

· Assisted mentor (Federal Probation Officer) with field work; reviewed the cases; observed collateral drug treatment sessions; familiarized with driving routes;

· Telephoned offenders regarding delinquent monthly reports and updated PACTS system regarding the contact and response;

· Observed Reentry Court morning sessions and judicial pre-meetings with Federal Judges; Federal Defenders; Assistant U.S. Attorneys; Federal probation Officer and Supervising U.S. Probation Officers; and reviewed progress reports;

· Updated the PACTS system with PCRA assessment forms, halfway house discharge summaries and other federal documents;

· Completed a Judicial report regarding an offender’s death (petition to rescind the case);

· Observed a Judicial conference between Mental Health Specialist and Federal Judge;

· Worked on Word Perfect, PSX, PACTS, Lotus Notes

· Interviewed and shadowed a Philadelphia Police Officer

May 2008 – May 2016
Golkow Technologies, Philadelphia, PA ~ Executive Assistant
· Manage and maintain professional and personal calendar for CEO
· Maintain CEO’s internal and external contacts through Microsoft Outlook

· Travel locally and internationally with CEO for meetings, seminars and conferences

· Act as liaison between clients and CEO 
· Maintain confidentiality and use a high degree of discretion

· Act as a liaison with building management on any office-related issues

· Assist with recruitment efforts, new hire orientations, on-boarding and terminations

· Track expenses for CEO, managed credit cards and receipts. Processed and submits reports accurately and on monthly schedule
· Provide clerical and general support to other offices. Delegate tasks and responsibilities to other staff members when appropriate
· Coordinate all local, international and domestic travel for CEO, Vice-President, and Marketing team
· Managing day-to day operations of the office
· Organizing and maintaining all client master files and repository records for both current and new clients

· Provide research support for marketing team 

· Assist with the development of new programs and protocols for marketing team
· Prepare profit and loss reports for marketing team
· Set up staff meetings, maintain electronic staff calendars and organize team events

· Event coordinator for all corporate client events
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July 2007 – May 2008 

Pitney Bowes ~ Production Assistant
· Traveled to various law firms in the Philadelphia area serving as administrative support
· Document imaging and coding
· Assisted with the preparation of transcripts using bates labeling system and OCR Software
· Sort and deliver mail

· Upload all transcripts to repository
Education 
Saint Joseph’s University, Philadelphia, PA Masters in Criminal Justice with a concentration in Behavior Management, anticipated May 2019
West Chester University, Philadelphia, PA Bachelors of Science in Criminal Justice, Magna Cum Laude, May  2017
William Allen High School, Allentown, PA, June 1996
Certifications
FEMA Workplace Violence Certification, September 2015

Management of Aggressive Behavior Certification, October 2015
Mental Health First Aid Certification, July 2016
References Available Upon Request

