Jacqueline Henry 

696 Bristol Street, Apt 2R Brooklyn, NY 11236

Phone: 332-200-8986 
                                                            

 Email: jhenry4403@gmail.com
PROFILE:    Resourceful, self-starting individual, with an extensive background in the Educational and Management field in search of a rewarding position with growth potential. 
CORE COMPETENCY
· Counsel individuals to help them understand and overcome personal, social, or behavioral problems affecting their educational or employment situations.

· Evaluate individuals' abilities, interests, and personality characteristics using tests, records, interviews, or professional sources.

· Counsel Job seekers regarding educational issues, such as program selection, workshop scheduling and, and career planning.
· Demonstrate and model professionalism and maintain confidentiality.
· Effective problem solving, mentoring and training experience.
· Performing routine clerical and administrative duties: formatting mailing list, typing, filing, copying, faxing and handling multiple phone lines etc.
· Ability to accept responsibilities and delegate where needed

· Conduct one on one assessment sessions with individuals to discuss employment goal

EXPERIENCE

Case Management:
· Interpreted and explain information such as eligibility requirements, application details, and applicants' legal rights. 

· Conducted thorough assessment during the intake and follow up process, including: Identification of client strengths, skill sets to match against current employment vacancies. 

· Identify barriers towards employment and provided individual with tool and resources that will assist them in obtaining employment: GED, Free Trainings and clothing referrals 
· Worked with the underemployed population to set goals, secure lost 

· Utilization of the Job Seeker Assessment Summary and Job Readiness Checklist (or similar) to identify job ready individuals

Administrative Assistant / Data Specialist:
· Complete data entry for 250- 700 plus clients on attendance rosters per week. 

· Compile, record, and enter data into NYCWAY, DTS and ACE systems. 
· Reviewed customer cases and entered, case notes, and infractions into the NYCWAY and DTS systems 
· Analyzed, and process client’s data, entering clients’ attendance in Ace for customer tracking. 
· Review absences documents to ensure adequacy.
· Conduct out reach calls to clients who fail to report for appointments.

· Maintained metro card processing, distribution and reports. 
Instructor: 
· Conducted workshops and seminars geared toward finding employment 
· Prepared and conducted Power point presentation for Pre Career Employment Orientation.
· Taught a workshop on sector base training, resume writing and effectively completing employment applications 
· Prepared Job Seekers for later employment experiences by encouraging them to explore learning opportunities and to persevere with challenging tasks.

· Planed and conduct activities for a balanced program of instruction, demonstration, and work time that provides jobseekers with opportunities to observe, question, and investigate employment.

Flight Attendant
· Verifying that first aid kits and other emergency equipment, including fire extinguishers and oxygen bottles, are in working order.

· Directing and assist passengers in emergency procedures, such as evacuating a plane following an emergency landing.

· Announcing and demonstrating safety and emergency procedures, such as the use of oxygen masks, seat belts, and life jackets.

· Preparing passengers and aircraft for takeoff, taxi and landing, following procedures.

· Attend preflight briefings concerning weather, altitudes, routes, emergency procedures, crew coordination, lengths of flights, food and beverage services offered, and numbers of passengers.

· Check to ensure that food, beverages, blankets, reading material, emergency equipment, and other supplies are aboard and are in adequate supply.
· Determine special assistance needs of passengers such as small children, the elderly or disabled persons.

EMPLOYMENT HISTORY:
Talent Development Specialist: (Case Manager) ResCare Workforce Services, Brooklyn, NY                                2017- Present
Case Manager: ResCare Workforce Services, Brooklyn, NY                                                       
                  2014-2016 

Flight Attendant: Republic Holdings Airways                                                                                                                      2014-2014
Career Advisor: ResCare Workforce Services, Brooklyn, NY                                                       
                  2012-2014 

Data Consultant (Promoted): ResCare Workforce Services, Brooklyn, NY                                                                 2011-2012
EDUCATION

Boricua College (45 credits towards) BA in Human Services, Brooklyn, NY




2017-Present
College of New Rochelle Brooklyn Campus: (30 credits towards) BA in Liberal Arts’ Psychology Major 
                2010-2011
Adult Learning Center (GED) Brooklyn, NY


                                                                                2004
Jacqueline Henry 

696 Bristol Street, Apt 2R Brooklyn, NY 11236

Phone: 332-200-8986
                                                            
                          Email: jhenry4403@gmail.com
To Whom It May Concern:

I strongly believe that I am a good fit for your company and would love the opportunity to become a valued member of your team.

As my resume indicates, I possess more than 10 years of progressive experience in the administrative field.  My professional history includes positions such as Intake Specialist at ResCare Workforce Services as well as Career Advisor at ResCare Workforce Services.

Most recently, my responsibilities as Career Advisor at ResCare Workforce Services match the qualifications you are seeking.  As the Career Advisor, my responsibilities included keeping records of assigned cases, and prepare required reports, conducted thorough assessment during the intake and follow up process.  My supervisor also relied on my ability to have excellent communications skills.

I have attached my resume for your review and I look forward to speaking with you further regarding your available position.

Thank you,

 

Jacqueline Henry

