Talease N. Cleveland
215-552-1255 
tcleveland60@yahoo.com
Efficient, flexible, team player with experience working in deadline driven environments
Experience tabulating expense reports, travel plans and general executive assistance.
Has worked in the nonprofit, workforce development and university sectors.
_______________________________________________________________________________________
WELCOMING CENTER FOR NEW PENNSYLVANIANS
Philadelphia, PA
Compliance Manager					
2010-2017

· Point of contact and recruiter for prospective students interested in education and employment services.
· Monitored required documentation, data reporting, community outreach.
· Working knowledge of workforce database systems and performed data entry.
· Document review and filing, prepared files for financial and performance audit meetings to ensure adherence with WIOA guidelines.

PHILADELPHIA WORKFORCE INVESTMENT BOARD
Philadelphia, PA
Project Coordinator
2008-2009

· Meeting preparation and drafting agenda items for public investment meetings.
· Updated meeting notes and administrative assistance to Executive staff.
· Drafted summaries of new grant opportunities and wrote grant support letters.
· Assisted community partners with grant support processes.

UNIQUE ADVANTAGE (University of Pennsylvania contracts)
Philadelphia, PA
Administrative Coordinator
Administrative Assistant
2007-2008

· Administrative tasks for University of Pennsylvania staff.
· Duties included data entry for budgets, producing PowerPoint presentations, student and vendor relations, assisting with special projects, meeting preparation, mail distribution, ordering supplies and organizing files.

DARTMOUTH COLLEGE
Bachelor of Arts
Hanover, NH
1998
