
KAYLALEVERIDGE
6146N.FairhillSt.Philadelphia,PA 19120.215.834.0573kylblackwood@yahoo.com

~Over5yearsofsuccessinManagementandAdministrativeSkills~

AccomplishedCenterDirectorandEducatorexperiencedindevelopingprogramsandleadingteamsto
achievecompanygoalsandobjectives.Particularlystronginresourceallocationandoverallprogram

management.EquallyskilledinteachingearlychildhoodchildrenMath,Reading,LanguageArts,Social
Studies,Scienceetc.,Highlyeffectivetimemanagerwithexcellentorganizationalandfollow-through

abilities.Solidcommunicationandleadershipskills;abletointeractwithindividualsatalllevels.Pursue
allassignmentswithexcellence,collaboration,andhighestethicalstandards.

Areasofexpertiseinclude:

.3YearsAdministrativeDirectorexp

.3yearssecretarialexp

.CurrentlyaCNA

.Greatknowledgeofmedicalterminology

.3yearsfoodserviceexp

.3yearsofexcellentCustomerService

.Greattypingskills

.StrategicandCriticalThinkingSkills

.ExcellentknowledgeofMicrosoftoffice

.ExcellentknowledgeofDPW standards

PROFESSIONALEXPERIENCE

1STIMPRESSIONLEARNINGCENTER PHILA,PA. 2013–2016

ADMINISTRATIVEDIRECTOR
 Superviseateam of9teachersand58students.

> Appointmentsetting
> Registration
> Collectandverifycopay
 Interactwithparentsandvendorsatalllevels,includingschedulingandfacilitatingmeetings.
 Overseealldailyoperationsandadministration,includingrespondingtoemailsinatimely

manner,typing,faxingandscanning.
 MaintaincenterincompliancewithallDPW standards.
 Writepoliciesandprocedurestomaximizeefficiencyandensurecompliancewithallstate

andlocalregulations.
 Createstaffscheduleandconductmeetingswithfaculty,parents,andvendors.
 ControltheChildcare’slunchprogram from CBS.
 Participateinthebudgetprocessforthecenterensuringprofitability.
 Investigateallcomplaintsandaddressappropriatelyandpromptly.
 Hired,trainedanddisciplinedstaff,includingpreparingperformanceevaluations.

TREASUREISLANDACADEMY UPPERDARBY,PA. 2010–2012
PRE-KTEACHER

 TaughtearlychildhoodMath,LanguageArts,Science,SocialStudiesandArtsandCrafts.



 ParticipatedinParent/Teacher’sconferences.
 Helpedcoordinatingfieldtrips.
 Prepareperformanceevaluationforstudents.

BLAIRCHRISTIANACADEMY PHILA,PA 2009-2010
TEACHER’SASSISTANTINPRE-SCHOOLDEPT.

 SupportedteacherinteachingMath,ReadingandPhonics,LanguageArts,Science,Social
StudiesandArtsandCrafts.

 ParticipatedinParent/Teacher’sconferences.
 Workedone-on-onewithstudents.

EDUCATION/OTHERQUALIFICATIONS&SKILLS

CommunityCollegeofPhiladelphia, Philadelphia,PA. AssociatesDegreeinArtsElementary
Education,

June,2011

ProficientinMSWord,WindowsXP,Excel,PowerPointInnovativeClientFocused
AdaptableStrongprojectmanagementskillsExcellentcommunicator.

Philosophyinlife:“Whenyouthinkyou’vedoneenough,thereisalwaysonemore
thingyoucouldhavedone”

REFERRENCESAREAVAILABLEUPONREQUEST.


