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Objective

To gain employment as an administrative professional that will capitalize on existing professional and volunteer experience, as well as continued education

Summary of Professional Attributes

Proven communication skills as demonstrated by successful and extensive work experience, which requires a high need for information exchange and technical accuracy 

Strong commitment to continued learning as demonstrated by current enrollment in professional business courses at The Sierra Group Academy

Proficient with technology; skilled with computer software and technological systems including Microsoft Office and Internet navigation; possess a firm ability to learn proprietary software systems

Professional History

Liberty Resources Home Choices Inc., Philadelphia, PA (2019-Present)
Administrative Assistant Intern
· Handling office responsibilities such as scanning, filing, mailing, copying, entering information into database and perform other administrative duties as needed

Moss Rehabilitation/Einstein Healthcare Network, Elkins Park, PA (2017-Present)
Administrative Professional - Volunteer
· Interact with Office Manager to ascertain tasks required by the unit including but not exclusive to communicating with patients to confirm medical appointments, receiving and distributing incoming and outgoing calls, and creating medical record data 
· Research and confirm patient data and facilitate the transfer of electronic records

Congregation Rodeph Shalom Bright Horizons/Federation Early Leaning Center, Philadelphia, PA (2016)
Associate Teacher/Office Administrator
· Supported academic needs of the classroom by communicating with teachers, administrators and students in order to fulfill educational needs
· Served as a role model and mentor to children by providing guidance and practical advice to students looking to grow both academic and social independence 
· Interacted with parents while also carrying out many office tasks including the creation and maintenance of tracking sheets, answering and addressing incoming calls, and creating work packets

AmeriCorps, Youth Build Charter School, Philadelphia, PA (2015-2016) 
Post-Secondary Mentor Team Leader
· Interacted with students between the ages of 18 and 21 in order to create goals and offer supports designed to help them achieve their visions within the program through resume writing, increased interview strategies, and moral support 
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The Big Backyard Nursery School, Philadelphia, PA (2014-2015)
Assistant Teacher
· Assisted teacher with daily classroom preparations, ensured adequate student teacher ratios and maintained attendance records

Portside Arts Center, Philadelphia, PA (2014-2015)                                         
Assistant Teacher-Summer Camp Volunteer
· Interacted with children ages 4 to 12 in order to assisted teachers with lesson plans, arts and crafts projects, reading literacy and character building workshops
· Uphold all Policies and Procedure to assure a clean, safe and organized learning environment for students 

The Ladybug Project, Philadelphia, PA (2012)		                                                 
Project Management-Intern  
· Operated on behalf of an international, multicultural effort to provide healthcare and education in Ghana, Madagascar, and Guinea
· Managed small projects as assigned including, but not limited to, creating outreach materials, assisting in event planning, posting blogs, and doing administrative tasks   

Education

The Sierra Group Academy, Philadelphia, PA (Present)
Study Office Technology and Specialized Business Courses

Eastern University, St. David’s, PA (2007-2012)
Bachelor Degree in Entrepreneurial Studies  

Abraham Lincoln High School, Philadelphia, PA (2003-2007)
Earned Academic Degree
