Leishanna Lawrence
	Objective:
	To obtain a Human Services position with opportunities for advancement. 

	Summary:

Education:
	Team player

Respectful and courteous to others

Willing to learn and accept constructive criticism
Diligent and responsible

Able to understand and follow directions
02/11-12/12           NYC College of Technology (CUNY)      Brooklyn, NY

Human Services major, (expected graduation 2015)
10/02 - 06/03         Pacific High School (Diploma)                Brooklyn, NY
09/99 – 2/01            Boys and Girls High School                  Brooklyn, NY

	Work experience:
	04/05 – 11/12        Fort Greene Council, Inc.                        Brooklyn, NY


Coordinator / Program Assistant
· Plan monthly activities for seniors
· Assist Director in daily activities of Senior Center

· Interact with Seniors (fill out forms, make referrals, etc.)
· Comply with NYC Department for the Aging (DFTA) regulations for         

  running Senior Centers
· Supervise high school students who participate in the      

      Intergenerational Program (DFTA work study program)

· Provide clerical support to Director
09/03 – 04/05                 Fort Greene Council, Inc.                Brooklyn, NY
Clerical Aide

· Performed clerical duties (typing, faxing, filing, etc.)   
· Answered Telephones

· Provided staff support 

02/03 – 07/03    NYC Department for the Aging (DFTA)    New York, NY

Intern
· Assisted with clerical duties

· Provided staff support


Awards/Certificates:
03/11

· Qualifying Certificate in Food Protection from NYC Department of Health and Mental Hygiene (DOH)                                    
References available upon request
Phone: 718-290-4915 • E-mail: shannalei2000@yahoo.com











