MARY C. LEPPI

7782 60th Street South, Cottage Grove MN 55016                612-272-1485         Marycleppi@gmail.com
· Highly motivated Professional, with a Master of Non-Profit Management and a record of achievements in the employment services arena.

· Consistently demonstrate strong leadership skills to ensure that organizational goals are met.

· Skilled at organizing all aspects of complex projects so that objectives are accomplished within defined timelines.

· Works well alone or as an effective team member.

· Effective in developing relationships with managers and employers to determine hiring needs and matching those desires with strong and appropriate candidates.

· Takes a creative approach to problem solving often resulting in innovation and cost containment.

EXPERIENCE

SANFORD-BROWN COLLEGE





         May 2013-Present

Senior Career Services Advisor





      March 2014-Present
Establishes relationships with student body and alumni to find employment opportunities within degree fields. Collaborate with industry businesses to create and establish employment opportunities for student and graduate population.

· Obtain and surpass placement goals year over year.

· Work with students and graduates to determine career goals and assist them in achieving those aspirations.

· Assist and prepare student and graduate population for interviews

· Participate in mock and staffing interviews

· Partner with local business to determine hiring needs and forward appropriate candidates based on given perimeters
· Collaborate and team up with department chairs and faculty to determine industry standards and trends
· Plan and host employer events such as Career Fairs and Employer Spotlights
· Train new and in-coming staff
· Teams with admissions to promote prospective student recruitment
· Follow regulations and standards to maintain compliance with ACICS, accrediting body.
· Assist with ACICS and other compliance audits
Achievements:

· Promoted to a senior level advisor within first year of employment
· Increased placement percentages year over year
· Continually reach Benchmark Placement Standard with ACICS 
Career Services Advisor






May 2013-March 2014
Assisted students and graduates obtain employment in their chosen field of study. Built and maintained relationships with employers, faculty and students. Provided individualized job assistance to job seekers.

· Conducted workshops and events to assist students with upcoming job searches
· Reviewed and edited job seeker documents such as; resumes, cover letter and references
· Conducted mock interviews with graduates and students

· Identified employment opportunities and forwarded appropriate candidates.

· Created and maintained relationships with employers on the behalf of the college and graduates.

· Invited and hosted employer spotlight events on campus
· Maintained on-going communication with recent graduates to assist with job search progress
Achievements

· Received Employee of the Month in July 2013
GOODWILL/EASTER SEALS





            January 2011- May 2013

Employment Support Consultant

Managed a caseload of individuals and provided support in seeking employment opportunities. Created and nurtured relationships with employers and referral sources. Provided services to individuals, such as; job coaching and training, career development and placement, and job support.

· Developed and maintained ongoing relationships with employers and business partners
· Facilitate and create mock interview events
· Prepared and trained participants in interview skills

· Created and utilized job search strategies based on individual’s needs
· Advocated for clients in regards to job accommodations and disclosure
· Maintained on-going communication with all parties involved to ensure a participant’s progress
· Maintained and complete proper documentation for each participant’s file
· Documented and submitted appropriate billing 

· Solicited appropriate job opportunities for individuals
Achievements

· Placed individuals in appropriate employment opportunities.

· Served as Co-Facilitator for peer led group, Job Development Roundtable.

· Headed and Coordinated Career Fairs

· Participated 

COMMUNITY INVOLVEMENT PROGRAMS                                                       July 2008 – June 2010

Employment Coordinator

Managed a caseload of individuals with disabilities, creating and planning programs and events to develop job and life skills.  As a key member of the support team evaluated each individual to identify particular needs and created programs and experiences that would help develop necessary skills.

· Developed job opportunities for individuals
· Worked closely with employers to identify issues and develop ways to resolve them
· Pinpointed training needs of each individual and coached them so that they could perform the necessary duties
· Created events and community experiences that were geared to developing individuals’ skill sets and broadening and diversifying their interactions
· Tracked and reviewed each individual’s progress and compiled quarterly reports
· Presented progress reports at semiannual and annual support meetings, fielding questions and participating in future planning
Achievements

· Developed mentor program which facilitated the integration of new employees into the team and provided assistance after the initial training program was completed.  This resulted in increased production and reduced errors.
· As a result of ability to forge productive relationships was able to expand skill building activities for disabled individuals into new areas.
· Nominated for Leadership Award for contributions which furthered the mission of the organization.
EDUCATION


HAMLINE UNIVERSITY, St. Paul, MN

Master of Non-Profit Management                                                                                          
· Capstone: “The Economic Efficiencies and Cost Trends of Employment Models for Adults with Developmental Disabilities”

MINNESOTA STATE UNIVERSITY, Mankato, MN

Bachelor of Arts                                                                                                                    
· Majors:  Political Science and Law Enforcement

