Terry Gates                           2908 Seminary Ave., Richmond, Virginia   23220      tjapril15@netscape.net                                     C:  804.888.1242  H:  804.545.1792
 		
                                                 	
OBJECTIVE
Seeking long-term employment assisting adults with employment skills, soft skills, or customer focused training.

EDUCATION
1978–1982 B.A., Sociology, Hampton Institute, Hampton, VA 
1974–1978 Academic Diploma, Kennedy High School, Richmond, VA

COMPUTER SKILLS
Microsoft Office Suite 2007, CHAMPS, Medicaid VAMMIS, Online Document Management, Campus Vue, Citrix

SOFT SKILLS
Customer Service, Sales Management, Training Development/Presentation, Employment Counseling, College Enrollment Counseling, Train the Trainer

EXPERIENCE
[bookmark: _GoBack]8/2011-10/17/2011     KRA, Resource Workforce Center, Chesterfield, VA
Volunteer
Answer incoming calls and assist clients with online job search

1/2010-7/27/11    Centura College West, Richmond, VA
Director of Admissions
Hire, train and audit the Admissions staff

8/2009-1/2010
Adjunct Instructor
Facilitate general Business courses

7/2008–7/2009     ACS, VA FAMIS, Richmond, VA
Training and Development Consultant
Develop and facilitate training material

4/2007–6/2008    Beta Tech/Centura College West, Richmond, VA
Student Services & Career Services Coordinator
Provide resources for students
Provide career-counseling services for potential graduates

5/2006–4/2007     
Director of Admissions
Hire and train Admissions staff

3/2005–5/2006    Braley and Thompson Foster Care, Richmond, VA
Part Time Administrative Assistant
Screen applicants for potential foster parents

1/2004–1/2005    Bryant and Stratton College, Richmond, VA
Admissions Officer 
Interview potential students for college enrollment

2/000–12/2003    Beta Tech College West, Richmond, VA
Director of Admissions
Hire and train Admissions staff

9/1996–8/1999    Bank of America Mortgage, Richmond, VA
Corporate Trainer
Facilitate soft skills and computer application classes
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