Natasha R. Melvin					    		   tashamel2006@yahoo.com
1307 South 53rd Street | Philadelphia | P A | 19143 | cell 215.239.8467

EDUCATION:	TEMPLE UNIVERSITY, Fox School of Business, Philadelphia, PA
                                Bachelor of Business Administration May 2012
			MAJOR: Business | MINOR: Human Resource Management

ACTIVITIES & AWARD
Secretary, Ivan “Pick” Brown Memorial Fund, January 2009-August 2015
Computer Literacy Certificate, April 2012
Mandated Reporter Training Certificate,2015
The Complete Course on How To Supervise People, March 2018
EXPERIENCE:	

      Caring People Alliance/CCIS-South and West                                 July 2018-Present
      Provider Services Supervisor
· Establish and maintain relationships with providers
· Maintain complete, accurate and accessible automated and manual files and 
records on service provider
· Develop and retain new providers 
· Identifying and meeting provider training needs
· Maintain current knowledge and awareness of government, CPA funding source, and other applicable childcare laws, regulations and requirements
· Entering new provider agreements into Pelican
· Maintain a daily calendar and email
· Tallying work hours on ADP, check and track paid time off, sick time
· Prepare appraisal reports for approval from the director
                             
[bookmark: _Hlk520742488][bookmark: _Hlk520744946]     Caring People Alliance/CCIS-South and West                        January 2018-July 2018
Acting Provider Services Manager
· Establish and maintain relationships with providers
· Maintain complete, accurate and accessible automated and manual files and 
records on service provider
· Develop and retain new providers 
· Identifying and meeting provider training needs
· Maintain current knowledge and awareness of government, CPA funding source, and other applicable childcare laws, regulations and requirements
· Entering new provider agreements into Pelican
· Maintain a daily calendar and email
· Tallying work hours on ADP, check and track paid time off, sick time
· Prepare appraisal reports for approval from the director


[bookmark: _GoBack]Caring People Alliance/CCIS-South and West                January 2017-December 2017
Provider Specialist Coordinator
· Establish and maintain relationships with providers
· Maintain complete, accurate and accessible automated and manual files and 
records on service provider
· Develop and retain new providers 
· Identifying and meeting provider training needs
· Maintain current knowledge and awareness of government, CPA funding source, and other applicable childcare laws, regulations and requirements
· Entering new provider agreements into Pelican
· Maintain a daily calendar and email


The Bettinger Co/ CCIS-South and West                         October 2013-December 2016
Provider Specialist
· Establish and maintain relationships with providers
· Maintain complete, accurate and accessible automated and manual files and 
records on service provider
· Develop and retain new providers 
· Identifying and meeting provider training needs
· Maintain current knowledge and awareness of government, CPA funding source, and other applicable childcare laws, regulations and requirements
· Entering new provider agreements into Pelican
· Maintain a daily calendar and email

                                 Executive Health Resources, Newton Square, PA                    May 2013 –Oct 2013
		       Document Management Specialist
· Responsible for documentation, preparation, scanning, data entry, indexing, and quality control of documents related to EHR
· Maintain the integrity and organization of retrospective related documents
· Scan documents into the EHR network and attach documents to the EHR  applications
· Monitor daily work flow for changing priorities

The Bettinger Co. / Reliance Realty, Wyncote, PA                  April 2013- May 2013
                   Real Estate Administrative Assistant 
· Develop  prospects list and analyze market demographics to look for new niches
· Create warm call lists for follow-up, and return all prospect calls
· Provide listing support, reviewing and proofreading all listings 
· Updated and provided photos for homes on Craigslist and Reliance Realty website 
· General office support, including filing and reception duties
· Created, proofed and revised documents on Zip form
	
                              The Bettinger Co/ Drexel University, Philadelphia, PA        October 2012- March 2013                                 Enrollment Data Processor
· Processed applications, SAT/ACT scores, transcripts, etc and input them into Banner, Nolij and other computer programs
· Calculated GPA scores by using the student’s High School transcript
· Input GPA scores into Banner and Nolij
· Created new files in Banner for recruit and international students

 Temple University, Philadelphia, PA			        October 2009 – June 2012
			     Special Events Assistant, Beasley Law School				
· Maintained a calendar and co-ordinate the workflow and meetings
· Created and maintained office documents such as memos, invoices and reports
· Maintained the inflow and outflow of goods such as food, paper, pens, notepads
· Received, stored and maintained inventory of office supplies and equipment
· Delivered, received and sorted mail and other packages
· Maintained confidentiality in all aspects on company’s dealings and workings
· Maintain the company’s website 
· Assist with orientation for new employees

 Philadelphia Christian Academy, Philadelphia, PA           April 2008 – August 2008
Teacher’s Aide- Kindergarten 				                
· Assisted in creating an instructional environment that fosters learning and growth               
· Assisted teacher in developing age appropriate educational, creative and physical activities for children ages 5 and 6
· Facilitated in developing clear and consistent expectations and rules
· Aided in providing supportive, social and economical environment for children by communicating with them in a positive manner
· Provide extra assistance for the aftercare children

SKILLS 
MS Word, PowerPoint, Excel, Banner, Faxing, Copying, Scanning, Nolij, Zipform, 
Realty Juggler, medical records, Pelican

