Mental Health

1000 Today Drive, Atlanta, GA 30000

(678) 555-1111 ∙ mentalhealth@yahoo.com

OBJECTIVE:   Entry-level Mental Health Counseling position, such as Residential Counselor, Mental Health Counselor, Mental Health Associate, Clinical Case Manager, or Partial Care Counselor

EDUCATION

B.S., Human Services; Minor in psychology





Expected May 2000

Mercer University, McDonough, GA

Relevant Coursework:

Introductory Sociology

Psychotherapies

Social Services Research Methods

Introduction to Human Services
Conflict Resolution

Psychopathology

Interpersonal Relations

Grant Writing


Substance Abuse Treatment

Introductory Psychology

Multicultural Issues

Human Development: Life-span

INTERNSHIP
Mental Health & Guardianship Advocacy, Atlanta, GA



Jan. 2000 – May 2000
· Interned for 3 programs in mental health field within Public Defender’s Office: Mental Health Unit, Guardianship Advocacy Unity, and Special Hearings Unit

· Interviewed individuals at in-patient public and provide facilities, such as Hagadom State Hospital (specializing in geriatric psychiatric care), Trenton State Hospital (adolescents and adults), as well as the Carrier Foundation (children and adolescents) for mental health programs.

· Assisted attorneys in Megan’s Law legal cases by interviewing defendants for upcoming hearings, documenting and evaluating statements and preparing materials for the court.

· Managed case loads, interviewed clients and submitted timely documentation and reports. Ensured confidentiality of all records and communications.

EMPLOYMENT
Substitute Teacher, XYZ School, Atlanta, GA




Feb. 1996 – present

· Teach all subjects as substitute teacher for elementary and secondary schools, following lesson plans left by classroom teacher and maintaining positive classroom learning environment.

Hostess/Waitress, The Restaurant, Atlanta, GA




Dec. 2000 – present

· Coordinate seating, efficiently and promptly, for popular downtown restaurant with seating for 550 indoors and outdoors. Seat 200 customers per 8-hr. shift, while serving 1000 bar customers per 5-hr. shift.

· Efficiently seat and serve group parties and banquets, such as four holiday parties (75 customers each) in one day. Received recognition for top-notch customer service and positive attitude under stress.

· Entrusted with $450 bankroll at beginning of each shift. Maintain 99+% cash reconciliation accuracy daily
· Chosen by management to promote upcoming shows and events via on-site and off-site marketing pieces and public relations appearances.

Administrative Assistant, Little and Young Attorney’s Office, Atlanta, GA

Summer 1999

· Maintained orderly and productive environment in busy office with 6 attorneys. Effectively answered and transferred incoming phone calls on 8 lines, and scheduled 50-60 appointments daily for all attorneys.

· Word processed, edited, and revised large volume of homeowners’ claims and legal settlement documents weekly (20-25 documents, each 75-80 pages in length). 

COMPUTER SKILLS

Windows, MS Office – Word, Excel, Access, PowerPoint, Outlook, PhotoShop, Internet Explorer

