Mary Smith
15930 Old Springs Lane 
SSN:  000-00-0000 
New Orleans, LA 71270
Country of Citizenship:  USA
(318) 395-3957 ▪ marysmith@gmail.com
DISASTER RECOVERY & OPERATIONS SPECIALIST
Vacancy Announcement Number:  MW-08-R6-061-VLH
Grade:  GS-301-11/12
QUALIFICATIONS
Detail-oriented and self-motivated Disaster Relief Professional with expertise in providing individual assistance to evacuees displaced by a natural disaster. Possess knowledge of FEMA rules for obtaining federal aid for disaster victims. Demonstrated skill in managing contracts, agreements, receipts, and financial records. Proficient in Word, PowerPoint, Excel, Publisher, and Microsoft Works. Willing to relocate. Key areas of expertise include:  
· Disaster Relief
· Budget Analysis
· Recordkeeping
· Contracts
· Invoices
· Grants

PROFESSIONAL EXPERIENCE

Family Life Center Director/Director of Programs/School Director
2004-Present (40 to 55 hours per week)

Starting Salary:  $20,000
Current Salary:  $30,000

New Living Word Ministries
1900 West Cold Springs, New Orleans, LA 71270

Supervisor:  Pastor Jerry Springer (May be contacted)
Phone:  (318) 255-3596
Supervise up to 13 employees and report directly to the pastor of the church and the executive board president of M.O.V.E. 
Family Life Center Director (2004-Present)
Serve as direct contact for all schools in Lincoln Parish for the Project A.C.H.I.E.V.E. program established for students who have been suspended or expelled. Maintain statistical records on the number of students in the program, offenses that led to suspension/expulsion, and repeat offenders. Supervise all certified and non-certified staff.
· Reduced suspension rates by 12% and expulsion rates by approximately 15% for Project A.C.H.I.E.V.E.
· Transformed facility into a shelter for evacuees during Hurricane Katrina, distributing food and clothing. 
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· Provided access to FEMA registration and other federal agencies to obtain Social Security cards, food stamps, Medicaid, and Medicare. Managed contracts/agreements, receipts, and all financial records.

Director of Programs (2006-Present)
Direct summer day camp for more than 400 youth between the ages of 12 and 18, providing recreational activities, special speakers, youth work program, Bible study, and food. Identify local businesses where youth can volunteer their time to gain valuable work skills. Conduct interviews with applicants to the youth work program and supervise volunteers to ensure that they meet all job requirements. Handle all grant paperwork for the state of Louisiana, including the submission of all Cooperative Endeavor Agreements, quarterly cost reports, and annual grant evaluations/renewals.

· Oversaw the increase in enrollment every season for basketball league and summer day camp.

· Implemented an interview and screening process for the summer Youth Work Program to review and select the best candidates for the program.
School Director (2007-Present)
Handle all student tuition accounts, financial records, payment of invoices, and scheduling for academic programs, school calendar, and employee work hours. 

· Managed the operation of this home school program designed to assist students who are behind academically to complete two grade levels in one school year.

· Facilitated the progress of 10 of 11 students who have passed their first grade level and are now working towards the second.

EDUCATION
Studies in Master of Business Administration, 3.12 GPA

Louisiana Tech University, Ruston, LA 

Bachelor of Science in Economics, 3.05 GPA, 2003

Louisiana Tech University, Ruston, LA 

Lambda Sigma Honors Society
CERTIFICATIONS
CPR

First Aid

Money Smart for First Home Owners

