S. Britteny Miller
114 North Ruby Street
Philadelphia, PA 19139
2675959487 • smshaniquamiller1@gmail.com
Objective

Seeking a position in an organization where I can utilize my 10 year’s experience in an office environment and software usage. My expertise includes mathematics, business software, bookkeeping and accounting.
Key Qualifications

· Over 10 years’ experience in clerical support. 
· Able to create a positive impression about my company through efficient and professional interactions.
· A self-motivated and disciplined individual with a strong work ethic and proven track record.
· Dependable, personable, and dedicated to great customer engagements.

Work Experience

Action Wellness							       March 2019-Present
Care Outreach Specialist (Temp Position)
· Coordinate services with relevant programs and social services. Accompany clients to medical and social service related appointments. 
· Assist case managers in relocating homeless clients lost to follow-up. Document and monitor progress and participation of clients connected to services. 
· Participate in Action Wellness staff and supervisory meetings. Participate in training, supervision and staff development as required. 
· Maintain accurate records and documentation of services provided. Provide information, education, and practical assistance to clients and members of their support system as required.

PRG Realty Inc.                                                                                                 September 2018-October 2018
Clerical Support (Temp Position)
· Compiled, sorted, and filed office records, business transactions, bills, checks and invoices. Managed the update of database, inventory, and mailing correspondent - manually and electronically. Updated and maintained accounting records, including - expenditures, receipts, invoices, accounts payable and receivable, and profit and loss. 
· Recorded the transactions debits/credits. Produced financial statements and prepared reports and summaries for corporate managers. Answered and directed inbound phone calls. Took and delivered messages. Typed documents, data entry, emails. Maintained and operated office equipment such as - facsimile, scanner, printer, voice mail and PCs. 
· Coordinate travel arrangements for corporate personnel - Prepared, managed, and organized meetings, travel arrangements and expense report. Maintained office scheduling and event calendars. Composed, typed, and distributed meeting agendas and minutes, routine correspondence, and reports. Managed office equipment and office space - solved problems.
Philadelphia Youth Network 							April 2018-July 2018
Quality Assurance Assistant (Temp Position)
· Responsible for the adherence of PYN Policies, Process, and Procedures to ensure continuous improvement of the validity and reliability of data entered into PYN’s client tracking systems and analyzing and reporting performance with regard to enrollment with the 2 largest subcontractors. The Quality Assurance Specialist’s primary work responsibilities spans data governances and reporting.

Reliance Family Care Services 	September 2015 - November 2017
Direct Care Support Staff
· Assisted with disabled adults with day to day life assisted with giving medications and blood pressures
· Accompanied adults to various appointments including doctor’s visits, county assistance office, and social security office.  
· Advocated for adults in terms of receiving various services and programs such TANF, SNAP, LIHEAP, housing, etc.  Also assisted adults in applying for benefits. 

United States Census Bureau 	March 2010-July 2010
Enumerator (Temp Position)
· Updated and prepared the layout map of the Enumeration block with the Census layout Map provided. Visited each house without exception and have the information entered in the handheld device, correctly and completely. 
· Simultaneously updated Section 3 of the Abridged House list, recorded buildings/census Houses/households not covered in any of the Sections 2, 3 or 4 but found by you during the Socio Economic and Caste Census in Section 3 of the AHL, also, update Section 4 by identifying the places where houseless population was found staying during the Socio Economic and Caste Census. Enumerated the houseless population on the designated days. 

The Children’s Hospital Of Philadelphia 	Sept 2004-July 2008
Intern/Clerk
· Compiled, sorted, and filed office records, business transactions, bills, checks and invoices. Managed the update of database, inventory, and mailing correspondent - manually and electronically. Updated and maintained accounting records, including - expenditures, receipts, invoices, accounts payable and receivable, and profit and loss. 
· Recorded the transactions debits/credits. Produced financial statements and prepared reports and summaries for corporate managers. Answered and directed inbound phone calls. Took and delivered messages. Typed documents, data entry, emails. Maintained and operated office equipment such as - facsimile, scanner, printer, voice mail and PCs. Coordinate travel arrangements for corporate personnel - Prepared, managed, and organized meetings, travel arrangements and expense report. 
· Maintained office scheduling and event calendars. Composed, typed, and distributed meeting agendas and minutes, routine correspondence, and reports. Managed office equipment and office space - solved problems 
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High School Diploma	May 2008
Horace Howard Furness High School ● Graduated with a 3.2 GPA
