 SEQ CHAPTER \h \r 1ADA ACT

933 Regulation Circle

Atlanta, Georgia 30341

(404) 123-4567

adaact@mindspring.com
OBJECTIVE

Seeking a full-time Behavioral Specialist position where facilitation of 




positive change with children through effective case management is the goal.

EDUCATION
Mercer University, Atlanta, GA




  May 20xx



B.S.S.S., Human Services




GPA: 3.65



· Dean’s List, 4 semesters
INTERNSHIP

CHRIS Homes, Inc.





         
20xx – 20xx



Intern

· Assisted 20 young adults of diverse backgrounds with daily living skills

      and educational and/or vocational goals. 

· Managed logistics for individual and group programs on substance abuse.
· Tracked and compiled data and reported to Executive Director.
· Participated in case management reviews weekly with team.
EXPERIENCE
United Airlines, Inc., Atlanta, Georgia


    
        20xx - Present




Human Resource Coordinator - Customer Service

· Supervise departmental employees, delegating assignments and evaluating 

      performance; administer assessments and recommend leadership 

      candidates; conduct exit interviews; manage department’s resources and 

      maintain expenses within corporate budget.

· Assist with the administration and delivery of various comprehensive human 




      resource and benefits management services to the 3500+ Atlanta employee 




      group including Return-to-Work, OJI, SLOA, ADA, FMLA, Workers’ 




      Compensation, Medical Leaves, and Short and Long-Term Disability.

· Developed program that provided training to United personnel on crisis

      management intervention which resulted in decreased customer complaints




      by 33% in 3 months.

· Communicate and collaborate with all levels of management, front-line 




      and back-office employees, and professional staff within cross-divisional teams.

COMPUTER

MS Word, MS PowerPoint, MS Access, MS Excel; Corel WordPerfect; Enable; UBMS;

SKILLS

GENESIS; United’s Occupational Health Management System

COMMUNITY
Volunteer, Atlanta Children’s Center, 20xx - Present

SERVICE

Katrina Volunteer, Christ the King Church, 20xx

LANGUAGES

Fluent in Spanish

