Joseph Jackson
5201 McKean Avenue ∙ Philadelphia, PA  19144 ∙ (215)490-1510∙ mrjoejackson@hotmail.com
	


CAREER SUMMARY: 
Seeking a position that will allow me to utilize my skills, education, and experience while providing an opportunity for professional growth and career advancement.
SUMMARY OF SKILLS AND QUALIFICATIONS:
· Successful experience providing  customer service with ability to solve problems, and ensure satisfaction

· Strong communication, multi-tasking and problem solving skills

· Computer literate with 25 years’ experience in  various software applications on several platforms

· Excellent interpersonal skills with ability to interact with diverse and demanding populations

· Caretaker for disabled child 13 years

	


PROFESSIONAL EXPERIENCE:

Data Entry Specialist
· Keyed in classified information. Support staff with each daily/monthly project prep.

· Edited video files for distribution to staff

· Conducted meetings with support agencies
Counselor
· Worked with youth k-6 grades with homework assignments. 

· ESL assistance, coordinated recreational activities, organized group discussions on interpersonal issues. 

· Chess instructor. Assisted with PC and internet usage. 

· Documented incident reports.  

Computer Specialist
· Performed general PC upgrading and data migration; documented network performance and evaluated software integrity.

· Designed websites using graphic arts and monitored parts inventory, requisitioning. replacements as needed, ghosting and imaging, general PC/component repair.
Computer Instructor
· Educated individuals on basic PC repair, Microsoft Word software, and web page development

· Assisted students with using the internet and obtaining email addresses and provided one on one sessions with senior citizens when needed.

· Provided tested students to ensure knowledge of computers and software as taught.

Standardized Patient
· Performed as a simulated patient for nursing and medical school students on office procedures, utilizing PC as evaluation and testing method in Video lab.

· Developed scripts for final exams.

· Edited videos for future use and archive retrieval.
MH/MR Assistant 
· Provided supportive services to individuals with Mental Illness and Substance abuse disabilities

· Supported and encouraged individuals to complete daily tasks; support individuals with maintaining permanent shared housing; 
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· Diffused conflicts amongst roommates and encourage positive resolutions and boundaries while in housing; 

· Assisted clients in applying for entitlements and unitizing resources to meet personal, social, heath and economical needs; 

· Provided transportation to scheduled appointments training classes and outings.  

EMPLOYMENT HISTORY:



VCare Technology ∙ Data Entry Specialist ∙ Philadelphia, PA ∙ 10/2017 to 11/2017 
Project Base ∙ Counselor ∙ Philadelphia, PA
∙ 3/2016 to 2/2017                                                                                                                                                                                            

NTR ∙ Computer Specialist ∙ Philadelphia, PA ∙ 8/2008 to 3/2009



                                      

Point Breeze Civic Association∙ Computer Specialist ∙ Philadelphia, PA ∙ 9/2003 to 6/2015

Hahnemann Hospital Medical College ∙ Standardized Patient ∙ Philadelphia, PA 9/1997 to 06/2001
	


EDUCATION:
Parkway West High School, Philadelphia, PA ∙ High School Diploma                                                                                        
CERTIFICATE AND TRAINING: 
· Temple University, Health Information Professions Certificate ∙ 2014 

· District 1199C, Philadelphia, PA ∙ EHR/DPRC, ICDL, Medical Terminology & 

· Keyboarding Certificate ∙ 2013

· District 1199C, Philadelphia, PA ∙ Outstanding Academic Achievement, Medical   

· Terminology Certificate ∙2013

· National Allied Health Test Registry, Philadelphia, PA ∙ Administrative Health Assistant   Certification ∙ 2013

· DPRC, Philadelphia, PA ∙ Electronic Health Records Management Certificate ∙2013

· Temple University, Philadelphia, PA ∙ Computer Applications Studies ∙ 2002


· Thomas Breslin Institute, Philadelphia, PA ∙ Mental Health/Mental Retardation ∙ 1994


· Hampton University, Philadelphia, PA ∙Civil Engineering Studies∙1978

References Available Upon Request
