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	Career Objectives: To engage in productive work that fuels my passion, to innovate and problem solve in creative ways, motivate support team members, and engage in the community while growing professionally. Industries of interest:    Community Outreach & Development, Counseling, Mental Health, Non-Profit Development, Youth Development, Real Estate

	Summary of Qualifications :  

	Over seven years of administrative, clerical, communication, and event coordination for nonprofit and private businesses. Excellent team player, strong relationship builder, problem solver and creative leader who has experience in urban youth development, public speaking, and Mental Health intervention. 


	Education & Skills 	

	Liberty University, Anticipated Graduation  May 2018
Bachelors of Science  in Psychology 
	Customer service
	Employment/Labor Law 
	Group Facilitation 

	Microsoft Office Proficient 
	Events coordination
	Staff training

	Correspondence handling
	Leadership
	Confidentiality

	Multicultural interaction
	Office procedures
	Team Building 

	ADP
	Counseling 
	Crisis Intervention 

	Onboarding 
	Data Entry 
	Google Docs
Microsoft Office 


Professional  Experiences 
Women’s Community Revitalization Project,  Administrative Coordinator                            August 2018- February 2019
· Maintained general organization files, ordered  office supplies, served  as the computer system administrator, troubleshoot hardware and software problems. Provided  clerical support for major projects and maintain organization's mailing list Create and maintained  personnel files, oriented new staff for insurance and pension programs support all committee meetings oriented new board and advisory members. Managed  donor software in sales force. 

 Gaudenzia Inc,     Freelance Accounts Payable/Receivable Assistant                                 February 2018- August 2018
· Entered charges accurately and expeditiously to ensure  proper records handling and fast payment
responses
Processed and follow up on payer denials, consulting with the patient and/or his or her family as needed
Posted  payments in a timely manner
Submitted reimbursement requests to Medicare and Medicaid
Processed insurance claims for private and employer insurance reimbursements 
· Prepared invoices and input data into the general ledger system
• Inputted Staff Expenses in a timely manner
• Reviewed requests and invoices and record on the appropriate blankets
•liaison to vendors and research invoices and resolve issues in a timely manner
• check disbursements

Montgomery Early Learning Center,  Administrative Assistant                                           August 2015 –  February 2017
· Assisted with onboarding for new employees 
· Processed background clearances 
· Created and maintained tracking clearances for over 200 employees using google docs and  microsoft excel formulas 
· Managed day care center and staff in Directors absence. 

Elwyn SEEDS, Administrative Assistant                                                                                October 2009 – August 2015
· Scheduled evaluation teams with  Microsoft Outlook Calendar 
· Conducted  intake screenings for Head Start Multidisciplinary Evaluations
· Educated parents of the state and Elwyn policies 
· Created individual records in CMHC 
· Corresponded with both parents and daycare employees 
· Communicated progress of students intakes with outside vendors
· Provided general administrative and clerical support including mailing, scanning, faxing and copying to management
· Performed data entry and scan documents
· Maintained  electronic and paper filing system

Christian Stronghold Youth Ministry, Volunteer Community Outreach/ Youth Worker                June 2004-May 2014         
· Networked with outside agencies for volunteer opportunities for youth ages 12-18
· Created projects for young people to complete required community service hours 
· Conducted weekly small groups sessions with female youth ages 12-18
· Developed  marking materials to promote community service events 
· Served on Youth Ministry leadership board servicing a youth group of over 300 at risk youth

Creative World Learning Center  Executive Administrative Assistant,                                             July 2008-October 2009 

· Provided general administrative and clerical support including mailing, scanning, faxing and copying to management
· perform data entry and scan documents
· maintain electronic and paper filing system
· Monitored classroom ratio 
· Organized and oversaw  staff’s and student’s records according to PA state policy 
· Communicated with parents about child’s health records and tuition dues
· Organized data sheets and files 

Pure Weight Loss, Sales Associate                                                                          September 2007-December 2008
· Processed Order entry and acknowledgment. 
· Processed inbound customer calls. 
· Placed numerous outbound customer calls including returning calls Customer correspondence and issue resolution.
· Maintained customer files. 
· Prepared various customer service reports. 
· Issued work orders to the warehouse and prepare shipping paperwork. 
· Received and processed inquiries from consumers 

Client Service Representative, Nutrisystem                                                                                  May 2007-August 2007

· Order entry and acknowledgement. 
· Processed inbound customer calls. 
· Placed multiple outbound customer calls including returning calls Customer correspondence and issue resolution. 
· Maintain customer files.
· Prepared various customer service reports. 
· Issued work orders to the warehouse and prepared shipping paperwork. 
· Received and processed inquiries from consumers 

University of Pennsylvania’s Recreation Department Customer Service Representative  September 2002-May 2007
                                                                                           
· Managed incoming and outgoing mail, organize office materials
· Prepared financial deposits.
· General administrative duties. 
· Settled Credit Card reports
· Verified office staff tender summary sheets  
· Data Entry in Pay Pal account
· Trained New Staff on policies and procedures 
· Organized Office Materials 






 
 
