EVELYN NUNEZ

315 Lindley Avenue 	evelynnunez0620@gmail.com
Philadelphia, PA 19120 	267-342-3254

OBJECTIVE

Administrative Professional with proven success in office support managing the day-to-day operational and business function in a fast-paced work environment

PROFILE

· [bookmark: _GoBack]Outgoing, enthusiastic individual who values direct communication and relationships
· Take pride in being a conscientious, accountable employee
· Passionate about a career in human services and helping people


EDUCATION

The Pennsylvania State University, Abington PA 	Graduated May 2015
B.A. Psychological & Social Sciences
GPA: 3.03
Relevant Coursework: Advanced Developmental Psychology, Liberation Theology, Statistics, Sociological Perspectives, Human Development & Family Studies, Clinical Neuropsychology, Cultural Anthropology, Special Topics in Psychology: Stereotyping, Educational Psychology, Education in American Society, Early Childhood Education, Infant & Child Development 


EXPERIENCE

Asociación Puertorriqueños en Marcha, Philadelphia, PA — Outcome Specialist
January 2016 – PRESENT

· Provide home and community life skills education and intervention services to children, youth, and their caregivers toward ensuring family stabilization, reunification, or other permanency.
· Work with parents and caregivers who may have cognitive limitations, physical or emotional disabilities, or any combination of these.
· Participate in Family Team Conferences. 
· Support the CUA case manager in preparation for court.
· Attend Court Hearings. 
· Conduct regularly scheduled visits to families. 
· Establish and maintain a trusting relationship with families using a strengths-based approach.
· Facilitate safe case closure for in home service cases.
· Facilitate reunification or other permanency. 
· Supervise visits between children and parents.
· Track and manage the movement of cases through the permanency process.
· Utilize Strengthening Families framework in the performance of duties.
· Upload and file confidential documentation.



Potential Discoveries, Willow Grove, PA — Internship/ PCA
February 2015 - June 2015
· Provided one-to-one assistance to children/adolescents with emotional and behavior disorders in the school setting based on medical needs of the client.
· Prompted interventions in the areas of: behavior management, conflict resolution, anger management, and peer interaction skills based on the IEP goals or behavioral treatment plan provided by school official or a Behavior Specialist Consultant (Master’s Level Clinician).
· Collected daily data and document progress notes in a prescribed format for each session with the child/adolescent.
Aspira Pequeños Pasos, Philadelphia, PA — Teacher Assistant/ Volunteer
October 2012 - February 2013
· Supported the teacher and the teacher’s aide in managing the classroom.
· Worked with the children as they progressed through learning and play activities.
· Enjoyed devoting time to the children and providing extra support.
· Gained an appreciation for working with children and strengthened a desire for a career in the industry.

Homeline Furniture Industries, Philadelphia PA — Assistant Manager – E-sales Department 

January 2010-April 2011

· Processed, packaged, and shipped items sold through online retailing (Amazon, Overstock, etc.)
· Communicated with online retailers to handle orders, customer inquiries, complaints, and returns.


Naval Inventory Control Point, Philadelphia, PA — Administrative Clerical 
	
September 2003-August 2004

· Input supply orders into an electronic ordering system, focusing on accuracy because each order was shipped immediately to troops overseas.
· Assisted office staff with general clerical, data entry, and administrative functions.
· Answered incoming calls in a professional, courteous, pleasant manner.
· Handled confidential material with complete discretion.



SKILLS

· Bilingual Oral and Written  (English & Spanish)
· Analytical/Research Skills
· Customer Service
· Proficient in Microsoft Office Excel, Word and PowerPoint



AWARDS

		
2018         Achievement Award for outstanding work and dedication.
