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RESUME

WORK EXPERIENCE:

11/07-Present

          VOLUNTEER COORDINATOR – Recruit, train, schedule and provide for the

                                                                   supervision of volunteers for all programs within the agency. Other essential responsi-

                                                                   bilities and duties include:

· Consult with staff to determine organizational needs 

· Attend and participate in professional and community gatherings  to encourage recruitment

· Create volunteer job descriptions and marketing materials

· Serve as liaison between administration, staff and volunteers

· Prepare and maintain procedural and training manuals as well as establish written volunteer protocol
· Monitor and evaluate the efficiency and effectiveness of volunteer services
· Schedule and coordinate volunteer recognition and appreciation events
04/04-11/07

          HOSPICE VOLUNTEER COORDINATOR - The Hospice Volunteer is responsible for recruitment, training, in-service, and assignment of hospice       

volunteers. Additionally, the Coordinator oversees supervision of all volunteers to 

ensure that the program is operated within agency policies. 

10/98-6/02

            VOLUNTEER COORDINATOR  - Recruit, interview, and supervise

a volunteer base of 200. Work  with staff and volunteers to develop                           

new programs that provide wellness and serve individuals at many 

levels within facility’s continuum of care. Provide annual educational                        


                                                 opportunities and recognition events for volunteers.

1988-1/1/99

            COMMUNITY COUNSELOR -   Interview prospective  families, 

match Au Pairs to Host Families, maintain regular contact and ar-

range monthly social activities for the Au Pair cluster. In addition, 

mediate and help resolve issues that arise during placement.

1980-1988

            VICE-PRESIDENT - Involved in creating and establishing Interior 

Landscaping firm.  Supervised personnel including hiring and

scheduling of accounts. Explored new sales territory and developed

marketing strategy. Responsibilities included purchasing of tropical plants and 

flowers which required extensive knowledge of Florida plant nursery material.

9/81-1/82

             COUNSELING THERAPIST - Interned in conjunction with Saint

 Joseph College’s Masters program in Counseling. Primary therapist 

responsible for three clients at this facility.

1979-1980

            CONSULTING SOCIAL WORKER - Several responsibilities in-

cluded admitting and discharge summaries, charting of client’s

           progress, and out-reach with families and communities.

1978-1979

            CASE MANAGER OF TRANSITIONAL SERVICES UNIT -

Managed eleven adult clients in program’s de-institionalization program.

Duties included information and referral, counseling, and general 

functioning as liaison with institutions and agencies on behalf of the 




            client. Involved in educating  community on center’s programs and 




            mental illness. Directed Art Therapy and co-led Movement, Voca-




            tional and Group Therapy sessions. 

1977


           ART THERAPIST - Worked with emotionally disturbed adults in par-

tial hospitalization setting. Established Art Therapy program and assisted

Director in overall implementation of program.

EDUCATION:

1982


           Six credits toward Master’s degree in Counseling

University of Tampa

Tampa, FL

1977
                                 
          B.A.degree in Social Service

Tempe, AZ
                              

1975


           Semester abroad program in liberal arts program. 

University of Copenhagen      Apprenticeship: Bente Hansen, ceramist.

Denmark

CERTIFICATES:

2000



Microsoft PowerPoint

2002



Word 2000

2002 



Microsoft Publisher 2000

1997



Successful Communication Skills for Women

1983



Communicating Effectively
2


1



