Program Services Assistant

PROFESSIONAL SUMMARY

With 5 years of experience as a Program Services Assistant, |
excel in delivering efficient administrative support and
improving program operations. My strong organizational skills
and ability to foster effective communication enhance team
collaboration and drive successful outcomes. | am dedicated to
implementing innovative solutions that streamline processes
and meet the needs of diverse stakeholders.

WORK EXPERIENCE

Program Services Assistant

Blue Sky Innovations

4 Apr/2022-Ongoing
X Chicago, IL

1. Checked in and screened students to connect them with
advisors, serving as the primary resource for program
information.

2. Assisted the program coordinator in preparing special reports
and responding to information requests by compiling and
summarizing data.

3. Maintained comprehensive division files, ensuring
confidentiality and accuracy of student information.

4. Managed incoming calls, visitors, and correspondence
efficiently.

5. Guided students in assessment, course selection, and progress
tracking.

6. Provided individualized remedial services and led rehabilitation
groups to support student needs.

7. Conducted educational sessions on symptom management
and relaxation techniques.

Program Services Assistant
Lakeside Apparel Co

B8 Apr/2020-Apr /2022
X Chicago, IL

1. Coordinated and led group activities for residents in standard
and dementia care facilities, enhancing engagement and well-
being.

2. Organized nightly workloads to ensure timely completion of
tasks while monitoring and documenting patient behavior.

3. Managed on-call operations for an ICF/MR facility, ensuring
staff availability and compliance.

4. Oversaw scheduling for 160 employees, including payroll
management and supervision of on-call staff.

5. Facilitated management and union relations to enhance
workplace harmony.

6. Assisted the program director in overall campus operations,
ensuring continuity in leadership.

EDUCATION

Bachelor of Arts in Psychology B Apr/2018-Apr /2020

University of California X Chicago, IL

Studied human behavior and mental processes, focusing on
community programs and support systems.
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ALEXANDER SCOTT

Los Angeles @ www.qwikresume.com

SKILLS

Presentation Skills

Multitasking

File Organization

Meeting Minutes

Travel Coordination

Client Relations

INTERESTS
@ Cycling * Theatre
A wildlife & Sports

Conservation

STRENGTHS

= Forward-thinking
& Stewardship

LANGUAGES
English Dutch Swahili

ACHIEVEMENTS

¢ Improved program efficiency by 30%
through streamlined administrative
processes.

‘¢ Successfully coordinated over 50 events,

enhancing community engagement
and participation.

‘¢ Developed training materials that
increased volunteer retention by 20%.
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