


• Member and coordinator for family engagement activities such as school site council, parent
meetings, class volunteers and tutors. 
• CELDT/ELPAC Coordinator – testing supply management, student results, attend training. Work with
staff on reclassification with ELD staff and teachers 
• Direct support staff - supply orders, field trips, transportation, school visits, curriculum, training and
substitute fulfillment 
• Technology Coordinator – worked with team to create new website, order and maintenance of
classroom 1:1 Chromebooks, internet connections and troubleshooting, ERATE Coordinator 
• Child Nutrition Coordinator for submission and reimbursement for Free and Reduced lunches.
Working closely with meal vendors and train staff on compliance and data collection

Admissions Coordinator
Education Unlimited - Berkeley, CA
June 2006 to August 2012

• Coordinate application process for high volume summer programs, including Public Speaking
Institute, Sally Ride Science Camp and College Tours 
• Manage student enrollment, financial records and database  
• Provide online, email and personal customer service for all student and parent applicants 
• Conduct interviews with applicants for summer camp staff positions  
• Participate in outreach events at High Schools, Universities and conferences  
• Developing and implementing both email and direct mail marketing campaigns

Education

Bachelor's
Howard University - Washington, DC

Skills

• Team Lead
• Operation
• Project Management
• Microsoft Office




