Keara S. Molder

1544 Brunswick Pk., 2nd fl., Lawrenceville, NJ 08648 |(C) 267-980-4131|Keara_01@Hotmail.com
Professional Summary
My purpose is seeking an opportunity to engage myself in ministry in a multi-cultural setting that provides opportunities for growth in counseling, preaching and other spiritual endeavors.  A position that will also allow occasion to provide spiritual care to any and all, implement a variety of events.
Skills 
• 14 years of experience as a compassionate and devoted Elder providing spiritual moral guidance, supervision and training. 

• Experience counseling clients concerning their spiritual, personal and emotional needs. 

• Experienced in managing projects from conception to completion, implementation and am a conscientious and dedicated worker. 

•Strong analytic and problem solving skills, skilled in decision-making, organization, and analysis of information. 

•Excellent high quality interpersonal and communication skills.

Professional History 

2001 – current    Elder 

Greater Fountain of Praise Tabernacle – Philadelphia, PA 

•Visit churches and perform spiritual assessments 

•Other responsibilities include providing stability in leadership to congregations that have experienced a decline in worship attendance, leading the congregations in their witness and outreach to the community and increasing worship attendance through the blending of contemporary worship with traditional worship. 

•Provide spiritual support and counseling to pastors and other spiritual leaders, documenting all pertinent activities and auditing and/or troubleshooting when necessary. 

•Oversee all leaders within church community with monthly or bi-monthly meetings assessing activities within local church organization. 

•Assisted and organized religious services, help manage church property/finances and participates in church programs supporting congregational activities 

•Reports directly to Chief Apostle/Leader monthly. 

Personnel Trainee

State of New Jersey, Department of Health-Trenton, NJ 
 



7/2013- 3/2014

 Prepared Payroll for three subdivisions.
 Certified disability forms and health benefit applications.
 Verified employment information.

 Processed leave request.

 Filing.

 Preparation of reports & letters.

 Analyzed departmental documents for appropriate distribution and filing.
 Resolved employment-related disputes through proactive communication.
Senior Clerk

State of New Jersey, Department of Human Services-Trenton, NJ 



2/2010- 7/2013
 Assist with scheduling meetings
 Filing
 Preparation of reports & letter

 Prepared the department's contract/grantee forms and files for the fiscal staff, and input contract information into CIMS.

 Processed travel expenses and reimbursements.
Clerk

State of New Jersey, Department of Human Services-Trenton, NJ 



4/2005- 2/2010
 Reviewed annual expenditure reports and requests for grants.
 Composed income summary reports and projection reports and maintained a monthly treasury report.

 Politely assisted customers in person and via telephone.

 Effectively communicated with IDRC's Directors on a daily basis.

 Investigated and resolved client inquiries and complaints in a timely and empathetic manner.

 Directed calls to appropriate individuals and departments.
Education
Bachelor of Arts: Psychology

Rider University- Lawrenceville, New Jersey






December, 2012
Associates of Arts: Accounting and Management

Mercer County Community College-West Windsor, New Jersey 

           Dates attended:  2003-2007

Credits: 66
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