Cassandra Wright
7817 Forrest Ave │ Philadelphia, PA 19150 │ (215) 514-5273 │ CWright9605@gmail.com

SUMMARY
Education Administrative Assistant who efficiently coordinates a busy office flow and multiple pressing tasks. Accomplished at collaborating with all levels of staff and public compiling and organizing data and planning meetings. Skilled in working in Google Documents/ Word, Excel, PowerPoint; PowerSchool and the School District of Philadelphia systems.

CORE COMPETENCIES
• Data Management	• Report Development
• Confidentiality	• Stellar Decision-Making Skills
• Strong Communication Skills	• Excellent Critical Thinking
• Effective Negotiator	• Customer Service
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CERTIFICATIONS AND LICENSES
Current State of Pennsylvania Background Clearances
• Fingerprint Background Clearance	• Federal Criminal History (FBI)
• Criminal Record Check (Act 34)	• Child Abuse History Clearance (Act 151)

PROFESSIONAL EXPERIENCE
Mastery Frederick Douglass Charter School (Formerly Young Scholars), Philadelphia, PA
Truancy Coordinator / Administrative Assistant of Operations	10/2011 - 06/2016
· Communicated effectively with administrators and served as first point of contact/ liaison between faculty and families regarding the support/needs of families through outreach tactics in person, phone and letters.
· Counseled and mentored students and families to encourage student attendance and development a strong support system.
· Managed multiple projects simultaneously while maintaining confidential and accurate records.

Arcadia University, Glenside, PA	
Senior Student Account Collections Representative, 02/2008 - 06/2010
· Filed customer information according to urgency of account. 
· Provided information to collection agencies when all other avenues have been pursued.
· Prepared and sent notifications of payments past due.
· Counseled and assisted students in determining their best payment option(s) in an effort to bring their existing balances up-to-date.
· Prepared delinquent account reports for Bursar’s Office.

Daimler Chrysler Financial Services, Horsham, PA	
Collections Center Relations Manager, 10/1994 - 02/2008
· Managed collections and resolutions for late and outstanding vehicle payments.
· Provided dealers and finance managers with customer loyalty codes for incentive program Counseled and assisted students in determining their best payment option(s) in an effort to bring their existing balances up-to-date.
· Communicated directly with internal and external customers to resolve delinquent accounts by establishing reasonable payment arrangements.
· Successfully handled high volume call center while balancing multiple other priorities.

VOLUNTEER SERVICES
Kappa Alpha Psi Fraternity Incorporated, Philadelphia, PA	
Board of Directors and Parent Liaison of the Achievement Academy, 08/2017 – 08/2018
Serve as point of contact/liaison between Fraternity and parents of the Achievement Academy; communicate effectively and jointly with Board members and attend monthly meeting for essential updates; attend bi-weekly meetings with parents while students are mentored by Fraternity Alumni.

EDUCATION
Temple University, Philadelphia, PA
Professional Leadership Development – Certificate of Completion

Community College of Philadelphia, Philadelphia, PA
Sociology Studies

Arcadia University, Glenside, PA	
Sociology Studies
