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Summary of Qualifications

Efficient, detail-oriented professional with demonstrated abilities in problem-solving and planning tasks to achieve objectives. Strong communicator with record of establishing positive relationships with clients, supervisors, and other stakeholders. Adept in quality inspection, inventory management, and accurate completion of required documentation. Hardworking individual who thrives in fast-paced, high-pressure environments. Proficient in MS Word, Excel, Access, and PowerPoint.

Related Experience

Carpeting Apprentice – Williams Carpet

Muncie, IN
· Analyzed specifications to accurately measure and cut custom pieces of padding and carpet according to requirements for each job. Loaded / unloaded supplies on site.

· Leveraged strong time management skills to optimize efficiency and ensure on-time completion of jobs. 

· Built and maintained strong working relationships with supervisors and team members; facilitated clear communication regarding tasks and goals.

· Attained warehouse manufacturing experience

· Documented work accurately; verified all contract-related paperwork was complete and accurate.

· Investigated issues to determine causes and recommend corrective actions to prevent further occurrences.

· Cleaned work areas and equipment during and following installation, maintaining a clean and safe jobsite.

Additional Professional Experience

Direct Care Specialist – Youth Opportunity Center, 2005 – 2012 
Muncie, IN
· Supervised and cared for residents, implementing policies and procedures for treatment program.

· Observed and documented treatment, assisting counselors and management.

· Responded to incidents and delivered appropriate crisis intervention in emergency situations.

· Trained and mentored new candidates for employment

· Supervised entire unit ensuring schedule ran smoothly

· Cooperated with psychiatric and office staff for the advancement of team and clients

· Lead training sessions 

· Formulated curriculum for clients 

Night Watch Supervisor – Muncie Mission, 2004 – 2005 
Muncie, IN 
· Completed check-in procedures for shelter, coaching individuals about services offered. 

· Ensured safety and security by routinely monitoring premises and conducting supply and inventory counts. 

After-School Childcare Counselor – Christ Temple Church, 2003 – 2004 
Muncie, IN
· Oversaw children and assisted with activities and homework assignments. 

· Supported site supervisor with daily reports and activities.

· Communicated expectations effectively and implemented disciplinary tactics, referring serious infractions to supervisor as necessary.

Education

Bachelor of Science in Philosophy – Ball State University, Muncie, IN
2004

