TRACIA D. WESLEY 
1010 Kepper Street           Philadelphia, PA 19111           215-380-8789        Email: Traciaw@fncphilly.org
PROFILE:
· Seeking a challenging position in an office environment where I can utilize my skills and experience to grow and advance professionally.
· Skilled in the areas of Job Development, Business Management, Human Resources, Payroll,  Intake, Case Management, Peer Counselor,  Salon Receptionist
· Ability to use Microsoft Office and Internet and function as an adult Instructor and Peer Counselor.
· PBX Operator Switch Board./Receptionist/ Customer Service
· Hospitality

· Mental Health Cert.

· Warehouse Clerk

· Non Profit

WORK EXPERIENCE:
FNC                                                                                                                Philadelphia, PA           04/2009 to Present

Peer Counselor/ Job Developer/ Case Manger 
· Developed employer contacts for employment of participants: 

· Contacted employers to identify job placement and career advancement opportunities.

· Maintained a caseload level determined by Project Director.

· Placed consumers into jobs to meet organization’s job placement goals

· Coordinated career counseling, evaluation, skills training job readiness training and other activities related, to employment transition for persons from Work Release out of the prison system as well as with disabilities.  Drug Testing Background check Data Control for students.  Goes to all court appearance and work in Prison system.  

Job Developer/Recruiter
Federation of Neighborhood Center                                                              Philadelphia, Pa            04/2009 to Present 

District Training Fund 
Philadelphia, PA
08/2002 to 10/2007 
O.I.C 
Philadelphia, PA 
02/2000 to 12/2002
People for People 
North West Regional Service Center
Philadelphia, PA
05/1998 to 01/2000

· Developed employer contacts for employment of participants: 

· Contacted employers to identify job placement and career advancement opportunities.

· Maintained a caseload level determined by Project Director.

· Placed consumers into jobs to meet organization’s job placement goals

· Coordinated career counseling, evaluation, skills training job readiness training and other activities related, to employment transition for persons with disabilities.  Drug Testing Background check Data Control for students.    

· Worked with businesses, agencies and organizations to remove employment barriers, and resolve issues related to community integration and the independence of people with disabilities.

· Disseminated information, provided outreach and training to potential employers about organization’s services and disability issues.

· Monitored employment progress of consumers who secured employment positions.

· Ensured the delivery of services which are reflective of an Independent Living Philosophy and Consumer empowerment and self-advocacy.

· Made current employment leads available to organization consumers and appropriate staff. 

· Maintained necessary documentation for consumer records and prepare required documentation and reports. 
· Provide feedback to Supervisor for improving the quality of service delivery.

· Perform duties as assigned by Supervisor within the objectives and position description of the department.

Harvey Medical Center 
Philadelphia, PA
01/2000 to 08/2001
Receptionist/ Hospitality Service 

Customer Service
· Greeted and welcomed clients or visitors and informed specified staff or employee regarding presence of client or visitor.

· Answered and directed telephone calls to appropriate department, office or employee.

· Responded to inquiries from the public and provided information about the organization.

· Scheduled appointments for clients by mail, telephone or in person and recorded date and time of appointment.

· Indicated in appointment book when appointment has been filled or cancelled.

· Contacted clients or customers by mail or telephone to remind them of up-coming appointment.

· Coordinated mail into and out of the office.

· Contributed to the security of the organization by monitoring the access of visitors.

· Provided identification cards and arranged for escorts to take visitors to the proper office.

· Performed basic bookkeeping, word processing, filing, and received and kept record of fees for services.
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EDUCATION:
Associate Degree in Accounting
Philadelphia, PA
05/1995

University of Phoenix Social Worker                                                           Philadelphia, PA           Present

