

[bookmark: _5rf9wr4r3no2]Hello
I’m Shakira Prawl
1231 w Luzerne street
Philadelphia Pa 19140
(215) 254-8163
Shakira12312000@gmail.com
[bookmark: _628phil8unj9]Skills
Clear communication, strong organizational skills and great time management.
[bookmark: _k8ysck8q9mgf]Experience
[bookmark: _arnrh62rcfpt]November 2017 - PRESENT
[bookmark: _mofu6vopi18q]School district of Philadelphia , Philadelphia Secretary1
· Creating correspondence for the school district 
· Assisting the Principal 
· Filing, faxing,emailing answering all phone calls and  registering students. 
[bookmark: _9hamueqzod31]January 2015 - November 2017
[bookmark: _klvjjwvj40i3]General Healthcare Resources, Philadelphia Behavioral Health worker
· Working with children in a school based environment . 
· Providing therapeutic services for children 
[bookmark: _8p24tzp33ejg]January 2014 - January 2015
[bookmark: _2mwrupb75gpr]Department of Human Services, Philadelphia Clerical Assistant 
· Providing assistance to HR manager and payroll 
· Filing, faxing, emailing and creating correspondence 
· Assisting with daily operations of the HR department 
[bookmark: _6oztx7omgpqo]Education
[bookmark: _v9j91n2fon3f]May 2013 - May 2017
[bookmark: _78rlvk1sif5a]Peirce College, Philadelphia
[bookmark: _ugi2gj89t0w]( Pursing an Degree: Healthcare and Administration B.A.)
September 1996 - June 2000
Olney High, Philadelphia 
(Diploma received in 2000)

