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PROFESSIONAL PROFILE

· Educator and Trainer in a variety of settings including: state and federal agencies, 

      college, business and computer skills workshops.

· Experienced case manager in social and legal work.

· Developer of grants and proposals for non-profit organizations. 

· Experienced caseload and paralegal researcher.

EXPERIENCE

INTERIM WORK   2002 – PRESENT
Legal Agencies

Jewish Vocational Service – Development & Marketing Specialist  

· Grants:  Research; Development; Writing

· Research Topics:  HIPAA;  Sources of Funding

· Communications and Publications:  Newsletter; Board Minutes; Developed Email Broadcast Communiques

· Administrative and Training:  Staff Human Resource form development; Data File Structure development; Tutored Employees on Computer Usage Skills

· Fundraising:  Planning and Logistics of Fundraising Events

Congregation B’nai Jehudah - Bar/Bat Mitzvah Tutor

DEPARTMENT OF HUMAN SERVICES CHILD SUPPORT ENFORCEMENT    1997 - 2002 

 Child Support Specialist II

· Review and prepare cases; investigate, locate and identify noncustodial parents; interact with other state agencies, employment and other reported information; interpret information provided by other states and state agencies to be used in preparation for legal action; trial preparation; prepare and send out wage assignments (garnishments)

· Prepare legal documents utilizing wage information, arrearages, previous court orders,  and Internet

· Negotiate case settlements at hearings and appointments, telephone assistance, and customer service

· Manage caseload of 400+ child support enforcement cases

· Coordinate Genetic Testing preparation, scheduling, act as liaison to genetic testing laboratory

· Coordinate and Instruct:

· Job readiness classes

· Child support classes for other county department workers

· State Child Support Enforcement Conference workshops

· Intra-office training workshops, including regulatory compliance
TULSA COMMUNITY COLLEGE, Tulsa, OK  1994 - 1997

Adjunct College Instructor

· Teach multiple sections in Cultural Geography

· Provide curriculum planning, information, educational approaches, and course outlines

Administrative Position

· Prepare correspondence and tests - utilizing various word processors

· Other duties include customer service, filing, phones, office equipment and appointments

NON-PROFIT RELIGIOUS ORGANIZATIONS, Tulsa, OK   1983 - 1995

TEMPLE ISRAEL, B’NAI EMUNAH, TULSA JEWISH COMMUNITY CENTER

Instructor

· Language instruction, Religious studies, Music, Photography

UNITED STATES ARMY CORPS OF ENGINEERS   1993

Archeology Assistant

· Archeological field surveys, mapping and photography in preparation for environmental construction, oil and gas wells, and other projects

· Historical research, reporting and writing 

FRENZY, Inc.  1991 - 1992

Manager and Instructor

· Management of retail shop specializing in cultural artifacts, jewelry-making materials, and instructional materials

· Provided educational services regarding History and Development of ethnic/cultural objects

AUDIO-VISUALS, Inc.  1988 - 1991

Specialized photographic laboratory developer and printer

· Prepare chemistry, printing, and developing of specialized film and paper

· Customer service

INDEPENDENT PHOTOGRAPHER   1978 - 1993

· Commercial and Portrait, Medical photographic printing for publication

EDUCATION

         M.S., Adult Education, Oklahoma State University, 2000



Thesis:  website design and development “Chickasaw on the Internet”

         B.A., Anthropology, University of Oklahoma, 1978

 AWARDS, CONFERENCES, and VOLUNTEERISM

· Oklahoma State Child Support Enforcement Conferences, taught workshops

· Tulsa County Bar Association

· Partners in Education, Tulsa Public Schools Mentor

· Neighbor For Neighbor

· International photography contest - First place “Eye of the Center”

· Conference on Alternatives in Jewish Education (CAJE), for educators 

· Tulsa Metropolitan Ministry Day Center for the Homeless - volunteer worker

· Global Alliance Kids World - booth, musical entertainment, and photography

· Artist, Kansas City Jewish Arts Festival 2003
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