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Skills
· Microsoft Office
· Records management
· Research & fact-check
· Communication (verbal/written)
· Prioritization and effective multi-tasking
· Detail-oriented
· Planning & organizational ability 
EDUCATION
Pennsylvania State University
B.A. — English (2014)
· GPA: 3.4 — (4.0)
· Dean's List
· Sigma Tau Delta

The Community College of Philadelphia
A.A. — Liberal Arts (2011)
· GPA: 3.6 — (4.0)
· Dean's List
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Experience
[bookmark: _Hlk511830213]Monarch Staffing (contracted to Widener University)
academic Secretary                                                                   08/2018 – present
· Responsible for creating a positive and effective environment to     support the Writing Center's mission of making visitors better writers.
· Creates, maintains and oversees the scheduling for phone and face-to-face sessions for individual student appointments.
· Manages a caseload of individual student appointments.
· Enters all student writing sample scores into Ellucian Colleague database and keeps departments abreast on students’ scores.
· Prepares all memo notifications for professors that records their    students’ attendance at the Writing Center. 
· Provides administrative leadership for the Center's staff of 16 professors.
Hunter International (Contracted to DuPont)
[bookmark: _GoBack]Records ANALYST					        02/2017 – 06/2018
· Supported Records Manager in oversight of contract management process.
· Indexed, edited and created various types of records, including Trademark, Litigation, Environment, and Patent files/records within multiple databases (OneIP, Iron Mountain Connect, HPE Content Manager).
· Collaborated with Records Manager to organize and enhance contract storage. Involved reviewing, sorting and updating databases to improve data integrity to ensure timely retrieval when requested.
The Salvation Army of Delaware
Assistant to Director of Development		        11/2015 – 07/2016
· Actively managed a grants pipeline of over 100 grant prospects.
· Ensured all gifts and donations received appropriate recognition in a timely manner.
· Composed and proofread mailings and program collateral.
· Wrote copy for collateral and website.
· Managed and created multiple Excel databases for recordkeeping.

SWARTZ CAMPBELL LLC 
Legal Records Clerk					        08/2013 – 04/2015
· Separated, sorted and created new files.
· Filed mail daily in their corresponding folders. 
· Ensured organization and proper placement of files. 
· Prepared and edited the weekly calendar for distribution.
· Created and assembled claimant medical indexes for doctors to review.

ADDITIONAL ADMINISTRATIVE EXPERIENCE		                     2006 — 2013
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