Jack Einstein
P. O. Box 6197 ( Dublin, GA 31000 ( (478) 555-5555
jeinstein@yahoo.com 

OBJECTIVE
To use background in education and psychology in a college advising position

QUALIFICATIONS
Leadership, Team Building, and Group Facilitation Skills.  Effective written and verbal communication skills. Competence in Educational Technology, Banner/Datatel and Microsoft Office Products.  Professional manner, appearance, and collegiality

EDUCATION
Georgia College & State University



 Milledgeville, GA 
Bachelor of Science, Psychology                                              May 2001

                           
Specialized coarse work included research design and analytical psychology, statistics for psychology, computer science courses

                           
Georgia Military College




 Milledgeville, GA 
Associate of Science, Education                                                Nov 1999

EXPERIENCE
Family Service/Social Worker
Sept 2007 - Present 
Laurens County Head Start
Dublin, GA
· Manage administrative tasks for management
· Establish and maintain collaborative partnership with outside groups, which includes maintaining a resource of contacts to facilitate and refer services
· Complete follow-ups to assure the delivery of services. 
· Work with teachers to monitor classroom behavior and attendance
· Enter and maintain updated information in a database system

Early Childhood Center

1999-2008
Administrative Assistant




  Dublin, GA
· Maintained organization’s records 

· Recorded, typed, and disturbed meeting minutes for staff and committees

· Drafted and typed letters and reports for staff and officials

· Assisted in organizing and maintaining financial records 

Counselor/ Educational Facilitator


May 2005 - 2007
Spectrum (RSAT) Program 



Dublin, GA
· Administered standardized tests
· Wrote weekly progress notes and collected data 
· Provided group lectures, guided therapy; and individualized plans to teach life skills, career planning, and goal setting
· Received Certification of Appreciation from program graduates

· Recognized as employee of the quarter and received several Certificates of Honor
Senior Administrative Assistant



Sept 2003 – April 2005
Macon State College




Macon, GA
· Supervised part-time administrative staff

· Managed bookkeeping, accounting, and purchasing activities, which included the maintenance of budget reports for five departments
· Coordinated registration at special events for students and parents

· Used Datatel/Banner computer systems

· Answered multiline phone system

· Monitored student's academic performance

