Brittany De Leon
732 E. Olney Ave • Philadelphia, PA 19120 • 267-693-0452 • bdeleon2160@gmail.com 

EDUCATION
Eastern University, Radnor, PA, Estimated Graduation Date October 2019
Master of Business in Business Administration with a focus in Healthcare Administration 

Cabrini College, Radnor, PA, May 2016
Bachelor of Social Work in Social Work
Social Work Advisory Board Member 2017-Present
Deans/Presidential Award, May 2016 
Awards: Sister Regina Peterson Social Work Scholarship Award, February 2015


SOCIAL WORK EXPERIENCE
Lower Merion Counseling/Mobile Services for Resources for Human Development, Bryn Mawr, PA
Chair of LMCMS Marketing Committee, March 2018-Present
Lead Recovery Coach, January 2017-Present
Interim Blended Case Manager, July 2017-September 2017
Recovery Coach, June 2016- January 2017
Recovery Coach Intern, September 2015-May 2016

Marketing Chairman 
· Develop a marketing committee to enhance referrals, strengthen external relationships and develop various projects
· Brainstorm and develop ideas for creative marketing campaigns 
· Collaborate with various professionals to coordinate brand awareness and marketing efforts 
· Plan and execute initiatives to reach the target audience through appropriate channels (flyers, social media etc)
· Market and network at local colleges to inform them on the different service opportunities LMCMS provides 
· Communicate with community outreach programs and other local agencies in the community to develop professional relationships

Lead Recovery Coach/Recovery Coach/Intern Recovery Coach 
· Advocate for approx. 20 clients and their needs through presenting case consultations weekly
· Coordination of care with other professionals via case conferences, letter, telephone and so forth
· Coordinate and communicate with ICM Team to ensure that best practices are in placed for each client who experience a crisis
· Develop and assist approx. 20 clients with a personal recovery plan to recover from the symptoms of mental illness /or substance abuse and support each client in making positive changes in his or her life
· Schedule and implement visits to clients in recovery by consistently meeting with approx. 25-35 visits in the community a week
· Translate and work with approx. 3 Spanish speaking clients to ensure they receive the proper care and services
· Launch, design and implement agendas and plans for social skills and self-management night groups for approx. 10-15 clients
· Strategically plan and develop client related groups to better enhance the productivity of the program 
· Ensuring all documentation is in compliance by completing the proper documentation prior to its due date
· Audit client charts for signatures and DAP notes for state inspections and navigate ECHO/MyAvatar database for clients diagnosis
· Investigate insurance updates through EVS database to ensure clients are able to continue services
· Track all billing on a daily service sheet and complete and enter DAP notes within 24 in ECHO/MyAvatar database
· Lead Recovery Coaches in everyday job requirements by problem solving with them on their caseloads daily
· Support in leading morning staff meetings and case consultations when supervisor is not present 
· Assist the leadership of LMCMS in functions such as mentoring and training new staff by creating orientation plans 
· Assist in interviewing new hires by attending interview appointments and analyzing their resumes and cover letters
· Supervise, recruit, educate and train interns from local colleges to support the clients in the community

Interim Blended Case Manager
· Interim BCM, working with children aging from 5 to 21 years old and assist them to develop life, educational, and work skills
· Support and advocate for children and adolescents who are diagnosed with mental illness to support SMART goals-oriented treatment planning






HIGHER EDUCATION EXPERIENCE
The Center for Career and Professional Development, Radnor, PA
Student Assistant Employee, September 2012-May 2016
Career Development Intern, January 2015-May 2015
· Assisted with marketing and promoting of all CCPD events, programs and services through social media, and flyers
· Worked one on one with students and alumni in peer educator role to edit their resumes and cover letters and support in mock interviewing practices and interacted with freshmen students and guided them to proper resources in the process of declaring a major
· Assisted in the development of new presentations/workshops as needed for career related topics 
· Networked with approx. 20 plus prospective employers a semester to expand the employers list for new hires and interns 
· Administrated basic office duties, such as printing, scanning, creating, filing and organizing student files

Campus Ministry, Radnor, PA
Campus Ministry Team Member, September 2013-May 2016
· Assisted in the interview and hiring process of a campus minister
· Attended New Orleans Immersion trip to help volunteers in Camp Hope and St. Bernard Project program to build houses for the families still affected by Hurricane Katrina
· Administrated in the organization and planning of the Papal visit by contacting all of the volunteers and providing them with the proper training and education prior to the event
· Became the first person to introduce a passage while speaking in Spanish during a graduation mass  
· Supported other team members in events held by Campus Ministry such as Silent Auctions, Fundraising, Mass and Campaigns 

Admissions Office, Radnor, PA
Student Ambassador, September 2013- September 2015
· Collaborated with approx. 100 student ambassadors to support all admission events (Open House)
· Presented approx. 20 tours per month and during Acceptant Students Day to promote the excellence of the college
· Translated the value of a Cabrini education by providing detailed campus tours to prospective students and their families while also answering emails, calls and social media messages
· Collaborated with Admission Counselors in ensuring that all daily task and requirements were met 
· Performed as a highly involved leader and recruiter for the incoming freshmen, transfer students and to the campus community 


INTERNSHIP EXPERIENCE
The Norristown Hospitality Center, Norristown, PA
Social Services Intern, March 2015- May-2015
· Answered Crisis calls and directed clients to the proper resources while advocating for homeless men and women
· Organized mail operations each day and coordinated the shower and donations tracker every other morning  
· Documented process recording while counseling clients during intake assessments
· Served breakfast and approx. 50 food baskets to the homeless men and women of Norristown weekly
· Prepared and planned interfaith devotion speeches for the 40 clients in the morning

St. Edmonds Home for Children, Bryn Mawr, PA
Social Services Intern, January 2015-March 2015
· Worked one on one with 40 disabled children while managing cases for 6 children
· Attended IEP, IHP, and ISP meetings to ensure the welfare of the child is positive
· Interacted with and called parents to ensure they are doing well and updated them on their child’s 
· Helped plan, market and prep events and outings for the children to attend including: bowling and family dinners 


ADDITIONAL EXPERIENCE
Sephora, King of Prussia, PA
Expert Cashwrap Specialist January 2018- February 2019
· Greet, assist and resolve client questions and complaints 
· Open and Close cash wrap by completing required responsibilities and complete transactions accurately and efficiently with roughly 100 + clients a day
· Ensure clients are informed about and enrolled in the Beauty Insider program
· Actively pursue additional training well as help train new cashiers as they onboard
· Communicate inventory issues and zone needs to proper leadership, participate in inventory control and loss prevention programs to reduce shortage

· Maintain store standards of cleanliness and organization in the cashier zone as well as assist in back of the store (stock room, lockers, kitchen, bathroom, etc.)
· Demonstrate Sephora values of Passion for Client Service, Innovation, Expertise, Work-Life Balance, Respect for All, Teamwork, & Initiative
Target, Philadelphia, PA
Guest Service Attendant Assistant, April 2013- June 2016
Cashier June 2010- April 2013
· Greeted, assisted and resolved guest questions, problems and complaints quickly in a fast, fun and friendly manner 
· Supervised bank key; Distributed and collected over $1,000 dollars throughout the store morning and night 
· Enhanced time management abilities by meeting deadlines and balancing multiple front end projects
· Managed all front end operations, cashiers, guest service, food service and over 15 employees by enforcing best team practices
· Promoted and advertised the benefits of the Target REDCard credit/debit card to guest to increase daily sales
· Collaborated with GSTL to monitor daily, weekly, monthly sales results and assisted in communicating it to front end team members while also ensuring a coaching culture was presented by providing on the spot recognition for team members
· Proactively identified guest needs by being accessible and visible at the front of store by responding to alerts immediately 
· Ensured service areas were never above a 1+1 standard of one guest being checked out and one guest waiting
· Successfully demonstrated, modeled and trained new team members in training and development properly and effectively to ensure excellent service and selling behaviors
· Interacted with team members and upper management regularly to ensure fast service and a friendly environment 

ACTIVITIES



  

· Social Work Club, Chair President 2014-2016
· Body Image Coalition, Member 2014-2016
· Campus Ministry, Search Retreat, Member 2013-2016 
· Active Minds, Member 2014-2016
· Cavs Care Program for First Year Experience, Mentor 2015- 2016
· Student Diversity, Member 2013-2015
· Pura Vida, President 2014-2015



SKILLS:
· Proficient in ECHO/MyAvatar/ EHR database and Microsoft Office Suite including Word, PowerPoint, Excel, Publisher and Outlook
· Bilingual-Basic knowledge of Spanish, reading, writing, and speaking
· Well-organized and detail oriented 
· [bookmark: _GoBack]Excellent communication and writing skills

