
                                                                              

Emily C Miller
1186 S. Norfolk Street Aurora, Co. 80017 (816)-778-5645 [emiller8801@yahoo.com

Objective                     Seeking a challenging position where I can utilize and expand my current skills,
                                        knowledge and utilize them to contribute to continued growth of the company

Experience	

                         Internal Revenue Service’s Mailroom Clerk                          
                          3/12 to 4/12 30 W Pershing Rd
                          Kansas City 64108 816-291-9400
                          Responsibilities included batching and extracting mail (income tax forms) collect
                        Mail extract batch and distribute incoming and outgoing work performing a               
           Variety of administrative tasks using an automated system which involves:  
           assigning, maintaining, monitoring, or updating work status and inventory records;
           ordering research; acknowledging correspondence; maintaining, updating and
           initiating personnel records; administering recall/release of seasonal employees; 
           and performing other support activity


                         Genesis School Virtual School Coordinator Assistant
                                    1/09 to 7/09 Genesis School 3831 E 44th St
                                    Kansas City, Mo.64130 816-778-5645
                                    Responsible for providing students 7th-9th grade education via email, phone, and
                                    Weekly meetings to discuss assignments, progress, and exchange 
                                    assignment folders.
                                     

                                     Marillac Children’s Psychiatric Hospital
                                      01/09 to 04/09 Marillac Children’s Psychiatric Hospital 8000 W. 127th St.                                                                                                                                           
                                      Overland Park, Ks 66213 816-778-5645
                                      Responsible for coordination and implementation of residential/hospital treatment
                                      program for high-risk children. Provides direct supervision to preadolescents 
                                     and/or adolescents with specific issues and behavior disorder . Develops
                                     organizes and implements structured groups and activities for the clients enrolled
[bookmark: _GoBack]                                     in the program
                                     
                             Mother’s Refuge Crisis Pregnancy Shelter
                                       10/08 to 05/10 Mother’s Refuge Pregnancy Shelter 14400 E 42nd St South 
                                        Independence, Mo
                                     Responsible for maintaining a faith based environment for new and expectant 
			 moms. 

Responsibility details are available upon request:

 			Synergy Services, Inc. -2/6-11/08
			Genesis School, Inc. -10/04-06/05
			Keys Youth Services, Inc. -04/04-02/06
			Genesis School, Inc. – 03/04-06/04
			Musicians Friends Warehouse – 12/03-02/04
			Disney Direct Marketing – 10/03-12/03
			Wal-Mart (CSA) -05/02-12/03
			Genesis School, Inc. – 10/99-05/03
			AIH Collection Agency – 08/98-04/99





Education	: June 1998- Genesis School, Inc. KCMO
                         GED and Diploma
		
April 2010- Penn Valley Community College, KCMO 
pursuing AA in Social Services

                                       



References	References are available on request.
1186 S.Norfolk Street Aurora, Co. 80017 (816) -778-5645[emiller8801@yahoo.com]


