PAGE  
Maria Rosario

                                                                                                                                 Page 2 of 2  


Maria Rosario












6739 Akron Street ∙ Philadelphia, PA  19149 ∙ (215) 908-2012 (cell) ∙ rosarioavilesm@gmail.com

Objective













To obtain and secure a secretarial position where I can best utilize my skills, acquired knowledge and gained experience with an opportunity for growth and advancement.

Experience













Merakey Autism Center (formerly NHS), Philadelphia, PA
Philadelphia and Warrington, Administrative Assistant – July 2006 – Present 

· Provide assistance to the School Director, teachers and staff
· Collect and verify therapists’ documentation (timecard, notes/hours of service, billing form) for payment and monthly billing reports
· Collect, copy and distribute report cards and monthly summaries to respective districts and families
· Complete monthly billing reports, purchase requisitions and check requests
· Tracking of services provided, IEP’s, employee trainings, employee time off (time keeper manager)
· Develop and maintain all employee and student files
· Maintain and distribute attendance records to the appropriate districts on a monthly basis
· Check incoming correspondence/mail, distribute and send out as needed 

· Greet visitors, verify their identification, collect/copy/file credentials if needed, distribute visitor badges and handle their inquiries in a professional manner
· Order office supplies and other supplies/materials as needed
NHS Human Services

 Early Intervention Program, Administrative Assistant – March 2002 – July 2006
Northeast Growth and Development Center, Philadelphia, PA

Early Intervention Program, Administrative Assistant – August 1996 – March 2002
· Maintained accurate information for children and staff as directed and complete necessary documentation for building licensing
· Ordered all office supplies and equipment, requested repairs, maintained an inventory of paper goods and processed all purchasing invoices
· Reorganized filing system to facilitate information flow and developed and maintained database and tracking system for over 300 children
· Managed and organized year book designed monthly calendar and newsletter
· Provided comprehensive verbal and written interpretation services for all center business including IEP/CER meetings

· Trained staff on computer software, hardware and voice mail system 
· Compiled staff stats, MA billing and Penn Data for billing purposes; monitored client files to comply with state regulated standards
· Liaison between parents, therapists, teachers and community-based sites

· Responsible for answering the phones, general typing (including Evaluation Reports) and received, stamped and opened mail on a daily basis and served as timekeeper manager
Heart of the Bronx Management Corp./Aquinas Housing Corp., Bronx, NY
Site Manager – August 1993 – May 1995
· Managed four buildings and performed home visits/ annual apartment inspections

· Completed housing applications and interviewed clients for old and new projects

· Kept monthly inventory on supplies and materials for the maintenance of the apartments, evaluated building superintendents’ work performance

Aquinas Housing Corporation, Bronx, NY
Administrative Assistant – January 1993 – July 1993
Secretary – July 1992 – December 1992
· Translated documents (English/Spanish)

· Fielded client inquiries

· Provided records management

· Monitored and tracked employees’ personal time
· Prepared proposals

· Greeted and registered clients for housing and assisted clients 

· Performed general typing, opened mail, answered phones, and opened and closed building as needed

education













Bronx Community College, Bronx, New York
Associates in Applied Sciences, Secretarial Studies – February 1985 – June 1988
Dean’s List

Interamerican University of Puerto Rico, Barranquitas, Puerto Rico

Associates in Applied Sciences, Secretarial Studies – August 1981 – May 1984
skills













· Bilingual (English/Spanish)

· Proficient in Microsoft Office (Word, Access, Excel, Outlook, Publisher and PowerPoint), Avatar, IEP Writer, Certiphi, Kronos, ADP and LMS Sessionizer
· Highly organized, independent and dependable with good interpersonal skills
references












· Available Upon Request
