Mary Lucini
1233 Shelmire Avenue  Philadelphia, PA 19111  267-736-2816  mary.lucini@yahoo.com


Experience	Non-Instructional Aide
	Erdenheim Elementary School / School Dist. of Springfield Township
	October 2017 to Present
Responsible for the wellbeing of students during the lunch and recess periods of the school day.
Implementing school rules and guidelines 
Cleaning lunchroom tables
Various office tasks; such as filing away mail, sorting paperwork, completing school related projects
	
	Clerk of Courts- City of Philadelphia
2011 to 2017 The Juanita Kidd Stout Center for Criminal Justice
 1301 Filbert St. Philadelphia, PA
Responsible for entering criminal rulings; warrants, sentencing, etc.  ordered by the Judge into the Court’s computer system
Completing all criminal matters on the daily Court Hearing List
Functioning in the Courtroom directly with the Judge and Court Staff 
Carry out orders of the Judge
Preparing, faxing, and scanning Court documents 
Preparing Court Hearing lists for court staff for the following work day
Answering phone calls, looking up information within the court system, and interacting with the public
Performing routine office/clerical tasks; multi-tasking; highly detail-oriented assignments

	Child Care Provider
2008 to 2011. Storybook Children’s Center, Philadelphia, PA
Providing supervision and guidance to infants/toddlers/children of different age groups within the day care setting
Responsible for well-being of children
Creating and following lesson plans and creative projects for learning
Working with and developing a professional relationship with parents/guardians
Planning projects and setting up activities and play areas for children
Cleaning and maintaining a safe and functional classroom environment
Maintaining daily records of child’s activities, meals, naps, and behavior
Previously CPR certified

Manager
Seasonal- March to September2008. Rita‘s Water Ice, Philadelphia, PA
Cashing out register every night, Ordering supplies, Customer service
Overlooking and maintaining staff


Cashier 
January 2007-November 2007. CVS/Pharmacy, Philadelphia, PA
Cashier, Photo Lab Technician
Unloading and Stocking supplies; Helping customers navigate the store


Education	MaST Community Charter School, Philadelphia, PA
2000-2007
High School Diploma

			Community College of Philadelphia
			2007-2009
