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	Professional Summary
To continue to work in a professional setting, and utilize my varied skills to enhance a positive and efficient work environment.

	

	

	                                                      Key Strengths

	

	· Excellent oral and written communication skills
· Quick learner
· Innovative and Creative
	· Strong  interpersonal skills
· Flexible
· Team player
	· Motivated self-starter
· Proficient in Microsoft Office Word, Excel and Power Point
· Organized

	

	PROFESSIONAL EXPERIENCE

	
	

	ARC Carroll County, Westminster, Md
	9/2011-present

	Educational Instructor, Job Coach

	

	· Educate high school students with disabilities
· Create and implement curriculum and lesson plans
· Support adults with disabilities in a work environment

	

	Lincoln Intermediate Unit #12, New Oxford, Pa
	10/2008-6/2011

	Personal Care Assistant

	

	· Supported students with Autism in a classroom setting
· Maintained all paperwork at the school, employer and state levels

	

	Hair Stop, Stewartstown, Pa
	11/2007-12/2008

	Stylist

	

	· Cut, color and permed client’s hair
· Listened to clients to determine hair care wants and needs
· Recommended and sold products
· Performed waxing services

	

	Body Factory, Stewartstown, Pa
	12/2006-10/2007

	Stylist
· Cut, color and permed client’s hair
· Listened to clients to determine hair care wants and needs
· Recommended and sold products
· Performed waxing services






Hair Cuttery, Cockeysville, Md and Shrewsbury, Pa                  1995-1998 and 8/2006-12/2006

	Stylist, Assistant Manager, Salon Manager
· Cut, color and permed client’s hair
· Listened to clients to determine hair care wants and needs
· Recommended and sold products
· Performed waxing services
· Managed salon of 24 stylists to ensure coverage for salon
· Ensured inventory of products and chemicals for use in salon

MBNA America, Hunt Valley, Md                                                        5/2000-11/2004
Account Manager, Compliance Analyst, Forms Review Analyst, Arbitration Coordinator
· Managed accounts 30-150 days past due
· Contacted cardholders and arranged payments and programs to meet cardholder needs
· Maintained 100% security of sensitive information
· Conducted audits and wrote reports with recommendations based on those audits
· Reviewed cardholder accounts for program eligibility and to ensure program requirements were met
· Reviewed accounts and credit reports, contacting cardholders that met arbitration criteria



	EDUCATION AND PROFESSIONAL DEVELOPMENT

	Associates Degree , Everest University, Tampa, Fl,  2007-2010

	Cosmetology , Westminster Beauty School, Westminster, Md 2004-2005
Licensed cosmetologist in both Maryland and Pennsylvania

	

	

	

	

	HONORS AND AWARDS

	Commendations based on work performance and customer service


VOLUNTEER WORK
__________________________________________________________________________

	


Stewartstown Elementary School, Stewartstown, PA				2005-2009
PTA Membership Chair

Stewartstown Elementary School, Stewartstown, Pa				2007-2009
Yearbook chair

Barrens Recreational Soccer							2003-2009
Head Coach

Eric P. Coomes Foundation								2007-2009
Event Planning
