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Professional Summary
Diverse professional with several years of management experience while progressively achieving challenging responsibilities. Strong computer skills in applications including word processing, database, and accounting. Capable of rapidly learning new assignments involving decision making, data organization, consumer relations, working cross-functionally with others and prioritizing tasks. Results-oriented with high energy and works well independently as well as on a team. 

Technical/Office Skills
Proficient in Microsoft Word, Excel, Works, PowerPoint, and Publisher, Outlook, Google Docs, Promosuite, Visual Traffic, and Marketron.  Working knowledge of Access. Experience with general filing, answering multiple line phone systems; current typing speed of 91 wpm. Experience with accounts payable and receivable. Able to adapt and learn any new software. 

Work History
Nassau Broadcasting/Connoisseur Media 				              	10/2007 - 10/30/2014
Front Office Coordinator						              	            Stroudsburg, PA
Coordinated all aspects of the front office, including inventory and ordering of office supplies; established relationships with vendors and clients. Great interpersonal skills with public, accountable for prize database and distribution, assisted Business Manager with accounts payable and receivables on an as needed basis. Responsible for maintenance of public records in compliance with FCC criteria. Traffic Coordinator for AM radio station including creating, editing, and scheduling program logs. Involved with many fundraising and promotional events. 

Scarc, Inc.		                                                                                                                  6/2000 - 7/2007                          Residential Group Home Supervisor                                                                                                       Augusta, NJ 
Chosen to spear-head the opening of a local group home in 2001. Supervised five employees within the program; responsible for development and implementation of plans for residents. Coordinated various medical, recreational, and family-related events; Accountable for individual financial accounts and maintained compliance with all state licensing regulations and maintenance of necessary documents. Synchronized and directed weekly staff meetings; ensured all filing, letters, and required reports met quality standards for timeliness, clarity, and accuracy. Recipient of Employee of the Month (January, 2002) and Program of the Quarter (September - November 2012)

BMR, Inc.									              1/2000 - 6/2000
Property Manager								          Virginia Beach, VA
Duties included managing two locations totaling one hundred individual units. Coordinated and approved all in-house maintenance concerns for tenants along with networking outside business relationships. Restructured all tenant documentation and conducted inspections as needed. Ensured building standards were maintained. Responsible for all tenant-related billing inquiries and payments, as well as payments to vendors. 



Scarc, Inc.									           12/1996 - 1/2000	                                                                                                                                                     Residential Group Home Assistant Supervisor                                                                                      Augusta, NJ 
Assisted with all program duties while under direction of immediate supervisor. Played a key part in revamping specific New Jersey State Division of Developmental Disabilities documents used in annual meetings. Assisted residents with daily living skills, transported to medical appointments, and community integrated activities. 

Seasons Resort and Conference Center      					           6/1996 - 12/1996	                                                                                                                                                     Front Desk                                                                                     			                       McAfee, NJ 
Experience in direct customer service, assisted guests with inquiries. Responsible for accepting payments and distributing keys. Operated switchboard and assisted with taking reservations. 

McDonalds Restaurant	                                                                                                                11/1993 - 3/1996
Cashier                                                                                                                                                          Franklin, NJ 
Duties included direct customer service, operated drive-thru and gained experience in opening and closing the restaurant. 

Education and Training
SCARC, Inc.	Completed numerous field-related accreditations and trainings including CPR, FSA, Universal Precautions, Behavior and Crisis Management, Defensive Driving, Fire Safety, Diabetes, Epilepsy and Autism Training. (Dec, 1996 - July, 2007)

Sussex County Vocational Technical School	Graduated with certification in Office Systems Technology (June, 1996)

Fort Hays State University	Associates Degree in General Studies, Minor in Business Communication.  Magna Cum Laude (May, 2015)
