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Skills and Qualifications:

· Strong written and verbal communication skills
· Excellent organizing and planning skills developed on the job
· Proficient in Microsoft Word, Excel, PowerPoint and Access 
· Ability to prioritize assignments
· Work well with people from all socioeconomic backgrounds

Experience:
Highland Park Ren. Academy	Highland park,MI
		                                             January 2013 to October 2013
Paraprofessional 
· Assist teachers within the classroom 
· Works with individual students or small groups of students to reinforce learning of materials or skills initially introduced and outlined by certified staff.  
· Alerts the certified staff to any problem or special information about an individual student. 
· Encourage children in and outside the classroom

Jude Family Childcare Center	Detroit, MI
Lead Preschool Teacher	June 2012 to Present Jan 2013
· Instructed children in activities designed to promote social, physical, and intellectual growth.
· Executed daily operations following 
· curriculum and objectives.
· Structured and maintained a clean, healthy, and supportive classroom environment.

KinderCare Learning Center	Southgate, MI
Lead Preschool Teacher	March 2010 to February 2011
· Taught students with disabilities.
· Instructed children in activities designed to promote social, physical, and intellectual growth.
· Executed daily operations following 
· curriculum and objectives.
· Structured and maintained a clean, healthy, and supportive classroom environment.

University of Detroit Mercy	Detroit, MI
Office Assistant		August 2006 to May 2010
· Executed daily operations of faxing, setting appointments, and answering the phone.
· Instrumental in assisting students with student account information and the use of the student accounting online program.
· Trained and managed 3 office assistants and achieved significant improvements in their productivity.
· Ordered, maintained, and clerical supplies to all employees.

Education:	

University of Detroit Mercy	Detroit, MI
Earned Bachelor of Arts in Psychology	2010
· Over 200 hours of training in early childhood development programs.
· Area of concentration: Child Development/ Psychology.

