Karen Moore 
10771 Dayton Way 
Henderson, CO 80640
757-254-2494, karentpa@yahoo.com


Objective:
To obtain a position with a company that will allow me to utilize my experience and skills. 

Positive and upbeat professional with 5+ years experience in handling preschool operations including facility management, quality assurance, and human resources.  Comprehensive knowledge of preschool program development and implementation process. Hands on experience handling administrative and operative directives of a preschool environment. Sizeable background in preschool program supervision and identifying resources to support the school budget. 

Work Experience
Assistant Dean of Students-The Peninsula Academy, Yorktown, VA- October 2009-Present 

· Excellent interpersonal skills with parents, students, teachers and staff
· Assume responsibility for the daily operational and administrative needs of the preschool
1. Interviewing, hiring, firing, scheduling, managing teachers, point person for teachers/parents
2.  Managing day to day activities, answerer 3 line phone system, ordering supplies, data input, address all concerns and questions parents and teachers bring to me
3. Training new employees on company policies and procedures, holding monthly meetings and engaging in annual trainings 
· Assured compliance with state licensing requirements and regulatory requirements 
· Experience working with Microsoft Office, Internet browsers, Excel spreadsheets and Windows XP
· Supervise student registration and enrollment procedures
· Oversee all student records
· Develop, implement and print school menu 
· Order supplies for office and teacher/student needs
·  Assist in planning  annual school calendar 
· MAT (Medication Administration Training) certified and maintain all medical records 
· Train new teachers on procedures and policies






Teacher Assistant- Virginia Beach City Public Schools, Virginia Beach, VA- 1999-2009

· Assist in ensuring that students needs for social, emotional, cognitive and physical development are met constantly
· Ensured and environment conducive to learning 
· Managed student behavior and conferred with parents on extreme discipline behaviors
· Assist with instructions according to lesson plans 


Leadership

· Effective hiring, training, teambuilding and controlling skills
· Highly developed verbal communication skills
· Demonstrated high standard of literacy and written communication skills
· Ability to maintain liaison with teachers and parents
· Sound knowledge of administrative functions within a preschool facility


                                                                     Education
High School and College Courses Completed
1998-1990- Southwestern Oregon Community College 
CPR Pro and First Aid Certified
MAT Certified 

