
	Trané Overton
	[5647 Chester Avenue 2R.]
  [267-897-1168]
[tovertoncomm@gmail.com]




Seeking a position which allows for growth and utilizes my enthusiasm to help others along with my hard work, life experiences and liberal education.  
Skills
	· Detail-Oriented 

· Proficient in Microsoft Office including Excel and PowerPoint
	· Excellent written and verbal communication skills
· Able to Operate Under Pressure
· Dependable


Experience
[JUly 2018] – [Present]
[Lead Teacher] / [Little Learners Educational Center, Phila]
· Create a developmentally appropriate program for children 3-4 years old 
· Work closely with families to encourage strong relationships 
· Closely follow licensing regulations related to child care to ensure safety of children and staff 
· Collected payments and maintained payment logs
[September  2015] – [JuLy 2018]
[Liquor Store Clerk/ Lead] / [PA Liquor Control Board, Phila]
· Accurately inputed sales on POS terminal and obtained payment from the customers
· Promoted rapidly from Cashier to Front Line Lead by consistently meeting and exceeding my supervisor's expectations
· Applied solid knowledge of accounting practices toward managing cash, performing daily bank deposit reconciliations 
· Effectively trained, coordinated and supervised high-performance team of part-time employees, with strong focus on ensuring delivery of superior customer service 
[October 2013] – [January 2015]
[Teacher Assistant] / [Heaven Sent Angels LLC., Phila]
· Assisted in creating lesson plans based on state requirements and the needs of each child
· Communicated with parents and keep them informed about each child’s development
· age children in activities and play that stimulates their development
· Supervised children while keeping them safe at all times



Education
[September 2018- present]
[bookmark: _gjdgxs][Masters of Education Leadership] Lincoln University [Phila Graduate Campus]
[May 2012-December 2015]
[Bachelor of Arts] Cheney University [Center City Urban Campus, Philadelphia]
[bookmark: _30j0zll]
· Cconcentrations included philosophy, psychology, and criminal justice


