

























































































































































































































































































































































































Frank Boudreau

frank@snhs.org

HIGHLIGHTS OF QUALIFICATIONS

Over 35 years experience developing & managing workforce development programs.
Proven management & supervisory skills resulting in solid record of achievement.
Strong analytical skills with particular attention to detail and follow-up.

Skillful problem-solver able to offer solutions and options to new challenges.
Effective team member who can forge productive working relationships.

AN NI NI N

EMPLOYMENT HISTORY

1999 - Present Southern NH Services, Inc., Manchester, NH

NH Employment Program Administrator (10+ years) managing statewide programs &
contracts related to the NH Employment Program, a NH Division of Family Assistance
program that provides employment & training activities and post-employment services
to public assistance recipients. Statewide Workforce Development Program
Administrator responsible for US Department of Labor Welfare-to-Work and Workforce
Investment Act Programs for the NH Community Action Agencies (4 years).

1984-1999 New Hampshire Job Training Council, Concord, NH

Statewide Director of Adult Training & Services (6 months); Director of Planning &
Quality Assurance (3.5 years); Associate Director of Program Development (5 years);
Quality Assurance Manager (3 years); Program Designer (3 years).

1977-1984 Southern NH Services, Inc., Manchester, NH

Director of Employment & Training Operations (5 Years) covering Hillsborough County
NH; Program Monitoring Supervisor (2 years).

1974-1977 Hillsborough Human Development Administration, Bedford, NH

Information System Supervisor (2 years); Program Planner/Grant Developer (1 year).

PROFESSIONAL EXPERIENCE

PROGRAM PLANNING

¢

¢

Researched and analyzed demographic, economic, and labor market data to construct the foundation
for annual employment and training plans required by the US Department of Labor.

Worked closely with State Agencies and community-based organizations in the preparation and
writing of the annual employment and training plans and joint grant applications for Federal & State
funding.

Collaborated with senior management and staff to allocate $7 - $10 Million in Federal funds
annually to the most effective mix of training and services resulting in achievement of annual
performance goals.

Presented program plans and policy options to the Board of Directors for their consideration and
action.

Negotiated directly with the US Department of Labor, Workforce Opportunity Council, and NH

Department of Health & Human Services regarding changes to program plans and contracts.
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TRAINING DEVELOPMENT

¢ Identified job growth opportunities for low-income families, dislocated workers, and public
assistance recipients through economic research, labor market analysis, and direct work with area
businesses to identify skill shortages and assess their employment and skill training requirements.

¢ Organized numerous business and industry consortia and coordinated delivery of 100+ skill
training projects (e.g., PC Board Assembly, Welding & Fabrication, Precision Equipment
Manufacturing, and Customer Service) averaging 90% Completion and resulting in hundreds of
newly skilled workers for participating companies.

¢+ Negotiated several million dollars worth of group skill training contracts with high-quality training
providers throughout New Hampshire for unemployed and/or unskilled workers.

OPERATIONS MANAGEMENT

¢ Budgeted and managed complex staffing and service contracts with NH Department of Health &
Human Services valued at more than $2,800,00 annually.

¢ Administered a workforce contract management system encompassing several hundred training
contracts serving 1,000 trainees annually with a budget of $2,000,000 - $3,000,000 — without any
fiscal or audit exceptions.

¢ Developed a fair, competitive process to secure cost-reasonable training; analyzed proposal budgets
and content; and awarded contracts to 100+ training providers yearly.

¢ Hired and directed the work activities of more than 40 professional, technical, and management
staff.

¢ Consistently met or exceeded yearly Federal and State performance standards and measures.

¢ Worked with Executive Director and the Board of Directors on workforce policy issues affecting
hard-to-employ individuals and presented training projects to the Board for funding.

PROGRAM QUALITY & EVALUATION

¢ Established Program Quality Assurance systems and procedures to provide reliable information
about contractor training performance and to monitor program operations.

¢ Developed and maintained organization-wide performance standards against which program success
was measured.

¢ Contracted and collaborated with an independent research firm to collect post-program participant
follow-up data to evaluate the long-term impact of training and customer satisfaction.

¢ Analyzed and interpreted management reports and data; formulated recommendations for policy and
program improvement.

EDUCATION

Master of Public Administration, University of New Hampshire, Durham, NH
Bachelor of Arts, Government, Saint Anselm College, Manchester, NH

OTHER PROFESSIONAL TRAINING

Achieving Extraordinary Customer Service (Kaset Interational,1995); Conducting a Training
Analysis (University of No.Texas, 1995); Program Design & Evaluation for Adult Learning
(Manchester CLL, 1994); Negotiation Skills (University of New Hampshire, 1993); Systematic
Curriculum & Instructional Development Workshop (Ohio State University,1993); Total Quality
Management & the Continuous Improvement Process (Lockheed/Sanders, 1992); Harvard Summer
Institute for Employment & Training (July ,1976). Computer literate in Excel and MS-Word, credit
courses completed in Computer Information Systems, Data Base Management Concepts, MultiMedia
Applications, C Programming, Computer Networking Novell 3.x . Certified Workforce Development
Professional, National Association of Workforce Development Professionals.



DEBORAH A GOSSELIN

_ Email: debbie@snhs.org

Southern New Hampshire Services, Inc.,
{1979 - Present)
Manchester, NH

Director of Program Operations (1997 — Present)

e Coordinate the operations of more than two dozen current programs and implement new programs, all
providing services for economically disadvantaged population

e The diverse component programs which require an integrating factor for effective management, targeting
of resources and fiscal responsibility to the agency, to each other and to the general community

e  Work with developmental staff to start-up, integrate with other component program through initial
orientation of new Program Directors

¢ Facilitate meetings
Develop partnerships with community agencies who can lend support

s Serve as resource person for development and implementation of management skills, techniques and
trainings.

Head Start/Child Development Director (1994 — 1997)
e Administered federally funded Head Start Program '
o Duties included Grant writing, program planning implementation, evaluation responsible for development
and coordination of the major components of the Head Start program; education, health, mental health,
social services, parent involvement, nutrition, disabilities and transportation.

Family Services Director (1982 - 1994)

¢ Administered several federally funded energy programs

e Duties included program planning, implementation, evaluation

» Designed programs with private sector which included: Neighbor Helping Neighbor, Residential Low

Income Conservation and Residential Space Heating Programs ,

Developed strong relationships with community organizations and funding sources
Served as the state chairperson of New Hampshire's Fuel Assistance Directors Association
Acted as liaison between Community Action Agencies and the Governor's Office of Energy and Planning
Also provided supervision and training to program coordinator, oversaw the budget, approved final
selection of staff for Accompanied Transportation and Parent Aide Programs.

Field Coordinator (1980 — 1983)

Assisted the Director of the Fuel Assistance Program
Trained, supervised and evaluated staff

Implemented program outreach activities

Wrote public service announcements and press releases.

Community Liaison (1979 - 1983)
¢ Established social service network through Hillsborough County
o Informed the general public about agency services and program criteria
o Started Citizen's Advisory Council.

Head Start Lead Teacher/Family Coordinator
(1977 - 1979)
Nashua and Manchester, NH
o Responsible for classroom management of pre-schoot children and daily planning geared towards
individual needs
e Conducted parenting skills workshops and home visits
o Developed a Parent Advisory Council and coordinator of the Curriculum Committee.




EDUCATION & TRAINING

+ Bachelor of Science, Early Childhood Education — Cum Laude
University of New Hampshire, Durham, NH

Southern New Hampshire University Graduate School of Business
Non-Profit Management for Community Development Organizations

Head Start Program In-Service Training
Rivier College, Nashua, NH
Perspectives of Parenting and Multi-culturism

« NH Office of Alcohol and Drug Prevention
Life Balance and Stress Solutions
National Business Women's Leadership Association
National Seminars Group, Rockhurst College

UNH Continuing Education, Nashua, NH
Whole Language in the Early Years (K-3)

Notre Dame College, Manchester, NH
Diagnostic and Remedial Reading

NH Office of Alcohol and Drug Prevention
Parenting Conference

CCAP, Certified Community Action Professional

Governor’s Task Force to Study Temporary Assistance to Needy (TANF) HB1461
Served as Sub-committee — Transportation, Chairperson

NH Works Operator Consortium Committee, Member

» New Hampshire Employment Program, Oversight Team Member

¢ Seniors Count Coordinating Committee, Member

Greater Manchester Association of Social Agencies (GMASA), Executive Committee Member
James B. Sullivan Services Leadership Award

fiisnenr ey

e Seniors Count Home Maintenance Committee
e Manchester Community Resource Center, Board of Directors

¢ Kiwanis International



Catherine A. Roche

OBJECTIVE: To obtain a position in management or educational career planning and development
utilizing my strong work ethic, organizational, managerial and career planning skiils.

PROFESSIONAL QUALIFICATIONS:

Career Planning — Worked with high school students and FANF recipients individually and in small group
activities related to career planning and exploration, resume and cover letter preparation, facilitated and
conducted job interviews and workshops on workplace ethics, standards and best practices; assisted low
income recipients and refugees in securing employment and/or training; administered a high school
vocational program, college and vocational education research, and management of a Career Center;
facilitated community service opportunities, job shadowing and internships; networked with local business
professionals to acquire learning opportunities and experiences for my students.

Management & Administration — Managed and organized several offices including a multi-million dollar
bank holding company, real estate office, and guidance office of a high school; managed and organized a For
Inspiration and Recognition of Science and Technology (FIRST) Robotics Team; organized and oversaw the
construction of a schoo! playground; managed a concession stand for a recreatlonal non-profit organization;
developed databases for several projects and organizations.

Paraprofessional/Educational Coach — Worked with individuals with learning disabilities and .small groups
tutoring students in academic classes, organizational skills, and personal growth including career
development and research; coached students in business management, organization, marketing, accounting,
administration, work behaviors and generally accepted business practices.

Accounting/Bookkeeping — Maintained and administered accounting records for a bank holding
company, and two property management organizations; prepared financial reports for state and federal
agencies, Board of Directors and stockholders; oversaw computer conversion of accounting systems and
training of personnel.

Public Relations/Communications — Wrote numerous proposals culminating in over $60,000 in grants
for a student organization; developed publicity brochures, marketing materials and operational manuals
for several organizations; heid high-visibility public relations positions including liaison to the Concord
Regional Vocationai Center, Member of Pembroke Zoning Board of Adjustment, Old Home Day
Committee, Suncook Youth Soccer, Suncook Little League and PA Lacrosse Boosters Club.

EMPLOYMENT HISTORY:

Belknap-Merrimack Community Action Program Laconia, NH Jan. 2008 — Present
Workplace Success Facilitator :

Southern NH Services, Inc. Manchester, NH Sept. 2006- Jan. 2008
Workplace Success Facilitator .

Pembroke Academy Pembroke, NH Sept. 1995 — Sept. 2006

Career Center Coordinator, Guidance Secretary,
Paraprofessional, Advisor — FIRST Robotics Team

George Rose Real Estate Concord, NH Sept. 1994 — Sept. 1995
Office Manager, Real Estate Assistant

First NH Banks, Inc. Manchester, NH April 1981 — Oct. 1986
Administrative Accountant, Executive Secretary

EDUCATION:

Global Career Development Facilitator Certification, National Board of ,

Certified Counselors, Center for Credentialing & Education May 2005 .

Paraprofessional Certification, NH Department of Education December 1996

Associates in Business Science, Hesser College May 1981



Clancey O. Richter

Profile:

J
L) '0

Bilingual employment professional with 20 years experience working with diverse
populations, including people with severe and persistent mental illness, Deaf and Hard-
of-Hearing, FANF recipients, and dislocated workers.

Dynamic presenter, experienced in developing workshops and trainings covering job
search, resume and cover letter development, interviewing skills, and workplace culture
and behavior.

Fluent in American Sign Language (ASL) with an in-depth understanding of Deaf
Culture. .

Employment:

Southern NH Services :
Workplace Success Facilitator - March 2012-present

The program goal is to provide the training and skills necessary for finding and maintaining
unsubsidized employment that is personally satisfying and financially rewarding.

Partnered with the NH Employment Program (NHEP) and the Workforce Investment
Act (WIA) to provide career counseling, volunteer opportunities, and job placement
services to low-income job seekers who are current Financial Assistance for Needy
Families (FANF) recipients.

Provided Work Skills Training and operated a Service Bureau that provides a variety of
services to local non-profit and governmental agencies, including mailings, updating
databases and special projects.

WIA Job Placement Specialist September 2009- March 2012

Provided job readiness workshops to job seekers and marketed On-the-Job Training

~ (OJT) contracts to employers hiring new workers as part of NH's team that led the

country in successful OJT placements.
Our success in this program resulted in more than $400K in additional funds being
awarded to NH for OJT contracts.
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Employment continued:

C&R Vocational Services, LLC June 1999- July 2003
Owner/ Instructor

* Developed curriculum and provided a full range of employment training services to
Deaf and Hard-of-Hearing clients of Vocational Rehabilitation, including on-the-job
support and communication assistance.

e This was the first program in New Hampshire to present training for Deaf people
directly in American Sign Language, eliminating the need for interpreters to present the
curriculum, saving money for the state, and freeing up interpreters for other
assignments.

Licensed ASL Interpreter June 1999- September 2009
Independent Contractor
¢ Provided interpreting services to Deaf and Hard-of-Hearing residents of NH in diverse
environments, including hospitals, colleges, businesses, doctors offices, and other
community settings in the client’s preferred linguistic mode.
¢ Original 2 term member of the NH Interpreter Licensure Board (NHILB).
e Member of NHILB Rules Committee that established policies and regulations governing
Interpreter Licensure Regulations.

Seacoast Mental Health Center September 1988- June 1999
Vocational Specialist, Case Manager
¢ Provided employment counseling, job readiness training, and support to people with
severe and persistent mental illness whose goal was to find paid employment
e Served on Board of Seacoast Consumer Alliance, Seacoast Mental Health Center’s
Consumer Peer Support Center.

Education /Training:

Northern Essex Community College

Certificate, ASL Interpreting
e Special Award for Proficiency and Professionalism in the Role of Interpreter
e Academic Achievement Award
e High Honors

Rutgers University
BA English Literature

References available upon request



Connie Cote

Work Experience:

Southern New Hampshire Services Manchester, NH 2008-present
Workplace Success / Program Facilitator / Service Bureau Developer

Worked with diverse groups of individuals who are on public assistance.

Led the development and management of assigning volunteers to community — based
work projects in the greater Manchester area.

Oversaw all Service Operations for the Greater Manchester area.

Monitored clients in Service Bureau both on and off-site.

Developed New Service Bureau connections with community agencies.

Diversified Service Bureau opportunities to focus on training work skills.

Provided clients with embedded training specific to the community Service Bureau
projects that they are working on.

Maintained existing relations with community agencies.

Assisted Employment Counselor Specialists (ECS’s) in preparing the client for transition
into a volunteer placement. v
Effectively communicated with ECS’s to address client barriers to employment and any
other concerns.

Children’s Center of the Upper Valley Lebanon, NH 2006-2007
Executive Director

Wrote grants for the organization.
Respons'ible for the daily operations of facility.
Supervised staff of twenty.

Worked with the Board of Directors.

Hesser College Manchester, NH 2005-2006
High School Presenter / Admissions Representative

High School Presenter: traveled throughout New England teaching classes on job
interviewing, resume writing, budgets, credit, etc. to juniors and seniors.
Recruited students to attend Hesser College.

Created Power Points for the college.

Planned open houses for the college

Assisted College President and Director of Admissions when needed.

Met with Guidance Department Chairs.

Attended college fairs throughout New England.



Labor Ready Concord, NH 2002-2005
Branch Manager

Put the homeless, people in transition, people on parole, etc. out to work daily.

Drove sales to achieve targeted profit margin.

Best Match Dispatch- Selected most appropriate worker for the job.

Ensured that dispatch decisions were not based upon discrimination toward the
individual.

Analyzed the request and requirements of the customer in order to provide them with
the best person for their temporary job assignment.

Averaged 20 new customers per week.

Set district records for new customers, as well as branch records for sales.

Crotched Mountain Greenfield, NH 1999-2002
Manager of Special Events/Groups and Organizations

Worked with volunteers to broaden support of all special events.

Developed special events and budgets, timelines and training materials for staff and
volunteers.

Evaluated and made recommendations to the Vice President of Income Development
for possible involvement with community events.

Managed all aspects of the Gala, Triathlon, Open Houses, and other fundraising events.
Recruited volunteers from community and staff.

American Cancer Society Bedford, NH 1997-1999
Regional Executive for Income Development/ Special Events

Supervised diverse groups of volunteers.

Managed volunteers (recruited, trained, and delegated) to successfully implement a
special event action plan, which included Making Strides against Breast Cancer, Daffodil
Days, Relay for Life and other fund raising events.

Responsible for staying within a pre-approved budget and acceptable expense
guidelines to achieve maximum net income.

Represented the Society and its mission statement in the community.

Secured sponsorships and underwriting.

Traveled extensively throughout the state.

Education

Plymouth State College Plymouth, NH Art Education
Keene State College Keene, NH Art

Dean’s List

Skills

OSHA Flagging Trainer
Certified Flagging Trainer
Computer Software Experience: Microsoft Office & Word, Excel, PowerPoint, Outlook and

Labpro.

References upon Request



Emma B. Laing

Objective: To obtain a position in a non-profit organization or the field of education in which my passion for
helping others, outstanding organizational skills, administrative capabilities, and widespread experience will allow
me to become an invaluable team member.

Skills & Qualifications

-Administrative Duties including Educational Administration -Extensive Experience with Special Populations

-Assessment Administration, Analysis, & Creation -Lesson Planning & Implementation

-Classroom Management -Reporting including Attendance, Progress, & Daily Reports
-Communication Skills, Both Written & Oral -Teaching & Tutoring Multiple Subjects

-Curriculum Development & Administration -Time Management

-Editing of Various Methods of Written Work -Volunteer Coordination & Training

Work Experience

Community Action Program, Workplace Success Facilitator ‘ 08/11-Present

Laconia, New Hampshire

-Trained adults receiving TANF in work skills through volunteer coordination and curriculum implementation.
Coordinated Service Bureau projects and completed reports.

ACES Tutoring, Tutor 11/10-08/11
Concord, New Hampshire

-Tutored K-12 students in reading, writing, and math. The majority were low-income or refugee students.

Sylvan Learning Center, Test Administrator (Seasonal) 09/10-02/11

Concord & Bedford, New Hampshire

-Administered tests to K-12 students in all subjects and was also responsible for front desk/office duties.

Franklin Middle School, Title I Teacher Assistant 11/09-06/11

Franklin, New Hampshire

-Taught, assessed, and counseled Title I students in 5" through 7" grade in reading, writing, and mathematics.



EBSCO Publishing, Test Writer 09/03-09/07
Ipswich, Massachusetts

-Wrote and edited reading comprehension tests on subjects such as art, science, current events, English, etc.

Education

Franklin Pierce University, Master of Education in Curriculum and Instruction with a Literacy Focus
Concord, New Hampshire, 2011

-Graduated with a 4.0 GPA, Pi Lambda Theta Member, Praxis [ & II (Secondary English Content Knowledge
and Essays) Passed ’ :

New England College, Bachelor of Arts in Theatre with a Minor in Philosophy
Henniker, New Hampshire, 2009

-Graduated Summa Cum Laude, Creative Arts Award, Alpha Chi Member, Phi Sigma Tau President, President’s
Scholar, Dean’s List, Class Marshall

_Pingree School, High School Diploma
South Hamilton, Massachusetts, 2006

-Graduated Cum Laude, Diploma with Highest Distinction, High Honor Roll, Awards for Excellence in
Chemistry, English, Pre-Calculus, Spanish, and Visual Arts



JOAN A. DUPUIS

PROFESSIONAL PROFILE: ¢ Adept in all human resource applications and general office procedures

EXPERIENCE:

2008 to present

¢ Proficient in most Microsoft programs

¢ Able to prioritize effectively to complete projects

¢ Skilled in cultivating relationships with colleagues and clients
4 Detailed oriented and willing learner

¢+ Work well independently or within a team environment

¢ Strong work ethics, dependable and goal orientated

¢ Well-established work history within the community

TRI-COUNTY COMMUNITY ACTION PROGRAM Berlin, NH
Work Place Success Facilitator
¢ Provide instruction for the development of work place behavior skills for FANF
recipients while preparing them to transition into the workplace and participate in
other community activities:
+ Understanding of job application protocol: resume development, cover letter,
interview process and skills
¢ Appropriate work attire, hygiene, profess:onallsm behavior, employer
expectations and absenteeism
¢ Basic computer literacy skills including e-mail and internet etiquette
¢ Communication and organizational skills
¢ Motivate individuals while setting employment goals and utilization of time and
resource management
¢ Work in collaboration with Employment Counselor Specialists (ECS’s) to access
individual competencies, and assure policies and procedures are followed and
services are delivered in an efficient manner
¢ Assist program staff to assure successful transition of clients into volunteer and
paid On-the-Job Training (0JT ) positions ’

Job Readiness Instructor (duties added 6/12)

¢ Provide case management, career assessment and planning services to FANF
recipients that will help them to reach their potential and achieve economic self-
sufficiency

+ Develop work readiness and pre-employment competencies while enhancing
motivation, confidence, and communication skills.

¢ Assist with career assessment and career planning along with job search and job-
placement services

¢ ldentify short-term and long-term career goals based on assessment while
assisting in the removal of barriers to employment

¢ Maintain positive, professional and respectful relations with clients, community,
NHEP, and ResCare staff



JOAN A. DUPUIS
2007 to 2008 PJ NOYES Lancaster, NH
HR Generalist (Temp through The Leddy Group)
+ Review, reconcile, and process customer invoices and produce payment checks
+ Document employee trainings, and update personal records, data entry
2006 to 2007: NORTHWAY BANK Beriin, NH
HR Generalist
+ Process payroll (ADP database) for 250 employees
+ Reconcile insurance billing statements
¢+ Review and process job applications
+ Orient new hires to company policies, procedures and benefits
+ Implement new employee paperwork and benefit plans
1975 to 2006: BROWN PAPER COMPANY-FRASER PAPERS Berlin, NH
Benefits Coordinator
+ Assist employees to process benefits application, file claims, appeals and
distribution of additional insurance benefits
+ Accountable for highly confidential matters and maintenance of personnel files
and records management procedures
+ Process union grievances and coordinate hearings between employees and upper
management while processing decisions in a timely fashion
+ Responsible for all new hire paperwork, orientation to benefits and
implementation of benefit plans as well as termination responsibilities
+ Public Relations Specialist responsible for press releases and newsletters
EDUCATION: GRANITE STATE COLLEGE ' Berlin, NH

BS, Human Resources Administration, 2007



Joyce A. Lanier

603-357-1822 (work)

SUMMARY

Highly motivated human service professional with over 10 years of experience working in managerial and direct care
positions in non-profit and government organizations. Conscientious and committed professional with the ability and
experience to work with all populations including FANF adults and disadvantaged disabled populations. Successfully
trained in TABE testing, Resume Writing, and multiple workshops for people seeking employment while working in
Massachusetts/NH at their Employment Security offices.

PROFESSIONAL EXPERIENCE

Southwestern Community Services, Keene, NH
Program Facilitator 3/02/2011 - Present
¢ Followed NHEP Employment Plan for each trainee at
Workplace Success (WPS) and worked with Employment
Counselor Specialists (ECS’s) to assist in case management of each trainee
e Used embedded Workplace Success Curriculum Materials
e Completed daily, weekly and monthly reporting to ECS’s
and Southern NH Services using Excel spreadsheets
e Coordinated daily Service Bureau activities

Department of Health and Human Services, Claremont, NH
Employment Counselor Specialist 10/29/10 - 3/01/11
e Integrated and applied changing policies and procedures -
of the tri-agency collaboration to maximize services to NHEP
participants
e Interviewed, assessed, and evaluated individuals aptitudes, -
interests, work experiences of NHEP participants to
identify individual service needs
¢ Developed and implemented Employability Plan (EP) for each
participant and provided counseling to resolve employment
barriers and stabilize family functioning
¢ Determined program compliance that could result in the loss or
increase of FANF benefits

Department of Resources and Economic Development, Concord, NH
Disability Program Navigator 9/10/07 - 7/29/11
¢ Assisted individuals with disabilities in accessing/navigating
the programs that impact their ability to gain, return, or retain employment
¢ Conducted outreach and make referrals to community organizations
e Served as resource and trainer to Employment Security staff
and other community-based organizations
e Assisted people with disabilities to understand how earmings affect their
Social Security benefits and other support programs
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Joyce Lanier
603-446-3643 (h) 603-357-1822 (w)

Work Experience (continued)

ValleyWorks Career Center, Lawrence/Haverhill, MA (3 positions)
Disability Program Navigator 3/8/04 — 10/26/06
o Assisted individuals with disabilities in accessing and navigating
programs that impacted their ability to gain, return, or retain
employment
¢ QGuided and educated One-Stop staff in helping people with dis-
abilities access and navigate various agencies and programs that
impact their ability to gain/retain employment
Workshop Specialist
¢ Developed and presented creative workshops for customers and staff
e Critiqued resumes and cover letters to enable successful job search
e Performed mock interviews enabling successful interview experiences
Youth Career Counselor ‘ ‘
e Recruited and enrolled youth in Workforce Investment Act training
s Referred youth to community agencies for services
¢ Performed case management and case follow-up with trainees and graduates

Community Action, Inc., Haverhill, MA (3 positions)
Program Director, Northern Essex WIC Program 10/16/00 — 8/1/03
e Planned, implemented, and evaluated 4 program sites
to ensure compliance with federal/state regulations
e Supervised, scheduled, and evaluated 11 staff at 4 sites
e Oversaw fiscal operations and files/record keeping
Case Manager, Family Connections Project/ WIC
e Assessed, counseled, and referred women for case management
services of community agencies
e Maintained a system of follow-up for women with issues related
to substance use, smoking, HIV/AIDS, and counseling using
motivational interviewing techniques
Project Director, Think Twice Project
e Oversaw day to day management of underage drinking prevention program
e Supervised 6 staff (included youth who helped with project)
e Prepared reports for and was a liaison with CSAP, DPH and
Regional Prevention Center

Greater Salem Caregivers, Salem, NH
Executive Director 1/1997 — 10/2000
o Recruited and trained between 75 — 100 volunteers in 7 towns
to do friendly visiting and driving for homebound elderly
o Presented and obtained city/town funding annually to continue
services to elderly/disabled clients
o Prepared annual budget and did monthly accounting of finances
e Participated in fund raising events and annual volunteer recognition

EDUCATION
Lesley College, Cambridge, MA
Bachelor of Science Degree in Human Services with Specialization in Counseling Psychology
Castle College, Windham, NH
Associate of Science Degree in Human Services



Judith A. Lowell

Email: jlowell@snhs.org

Summary of Qualifications:

e Over 30 years experience in the public and private sector working with low income and disabled
individuals and families
Strong communication and organizational skills
Proven ability to teach low income adult learners and ability to relate to all participants
Knowledgeable of individual leaming styles and teaching individuals of varying abilities
Excellent technology skills and ability to use and teach computer programs
Maintain a positive and enthusiastic learning environment

Work Experience:

Workplace Success (WPS) Facilitator Southern NH Services, Manchester, NH 2008-Present
. Provided vacation and leave coverage for program facilitators statewide
o Trained four new WPS facilitators

Implemented Combined Service Program (CSP) policies and procedures

Cross-trained in ResCare Workforce Services

Conducted orientations for new NHEP referred program participants

Planned and provided work skills training to FANF recipients individually and in groups

Conducted peer group discussions related to work skills development job retention, professional

behavior, critical thinking, communication, and ethics

. Maintained solid working relationship with NHEP teams

. Coordinated Service Bureau onsite and in the community

e  Taught computer skills for the production of resumes, cover letters, references as well as the internet

and email for work purposes
. Maintained knowledge of current labor market developments and job related issues

Computer Tutor Self-employed
e  Provided computer training for individuals and businesses
) Proficient in Microsoft Office, Computer Technology, Maintenance, and Keyboard Commands
e  Taught senior citizens to use the Internet, Email, and keyboard commands
. Taught basic computer skills to visually impaired adults in a classroom setting at the NH Association

for the Blind
Program Specialist v NHDHHS, Division of Family Assistance Concord, NH
. Planned the development and modification of data, policies, and procedures for state and federal
TANF programs

. Worked with state and federal officials to meet regulations governing TANF programs
) Prepared and analyzed statistical and fiscal reports to ensure compliance with reporting requirements
J Demonstrated skill in analyzing and interpreting policy and procedures
Paralegal NH Legal Assistance Manchester, NH
. Under the supervision of an attorney, represented low-income clients at State, Federal, and local
admimstrative hearings
. Counseled and advised clients relative to civil poverty law issues
o Wrote legal briefs, memoranda of law, and prepared and presented oral arguments

Social Worker and Supervisor NHDHHS, Division of Family Assistance Nashua, NH
o Managed a full caseload providing protective, family, and adoption services
e  Supervised the protective services unit

Education:



Bachelor of Arts, Psychology University of Massachusetts at Amherst, MA



Kathleen Wolfe

Work Skills Training Facilitator with over 20 years experience successfully working with diverse and
low-income populations in job readiness, computer training, volunteer work experience and employment skills

HIGHLIGHTS OF QUALIFICATIONS
« Outstanding skills in intake, assessment, career counseling, computer instruction and case management
« Administration and interpretation of WorkKeys, TABE, GATB, Interest Inventories, Keirsey and others
« Extensive experience in program recruitment, coordination, supervision and community connections
« Highly proficient in Microsoft Word, Excel, Publisher, PowerPoint, Outlook and Internet research
« Operational, statistical and record-keeping expertise with a strong ability to multi-task
. Conscientious, organized and flexible team player accustomed to exceeding expectations
« Requested to provide individual and group training as well as develop marketing material
« Creative leader with excellent oral and written communication skills

WORK EXPERIENCE _
Work Skills Training Facilitator - SNHS/Rockingham Community Action, Salem, NH  2006-2012
« Highly proficient at teaching job seeking, keeping and advancement skills
» Experienced at working with statewide social services, employers and FANF participants
« Successfully developed Workplace Success marketing materials, forms and curriculum
« Statewide Service Bureau newsletter editor and intermittent Improvement Committee Chair

Marketing Manager/Musician/Instructor New England Chamber Music, Londonderry, NH 1986-2007
« Instructed students in the complex art of bassoon and effectively marketed home business
« Performed with highly regarded orchestras across New England, the Midwest and Europe

Employment and Training Specialist NH Job Training Council, Concord, NH 1985-2002
« Provided effective training in GED/ABE and helped create “Art of Success” Program
« Delivered career counseling, maintained confidentiality and expedited training services
« Facilitated and supervised a variety of employment and training programs across New Hampshire

VOLUNTEER WORK

Corporate/Community Fundraiser Friends of Music, Londonderry, NH 2002-2008
« Solicited and coordinated donations for China Auction Fundraiser: net profit $50,000
« Created and organized Cookbook Fundraiser for over 300 students: net profit $9,000

Web Master, Publicity Specialist Boy Scout Troop 426, Londonderry, NH 2003-2008
« Designed and maintained Boy Scout Troop 426 website
. Created newsletters, press releases, brochures and advertised scouting to the community
« Committee member, fundraiser and organizer of community events

EDUCATION

M.A., Public Administration University of New Hampshire, Durham, NH
M.A., Music Performance University of Massachusetts Lowell, Lowell, MA
B.A., History *Magna Cum Laude University of New Hampshire, Durham, NH
Computer: Microsoft Office, Photoshop, HTML New Horizons Learning Center, Nashua, NH
AWARDS

Teamwork/Employee of the Month NH Job Training Council, Concord, NH

Special Recognition Award Friends of Music, Londonderry, NH

Service Award Boy Scouts of America, Troop 426, Londonderry, NH
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Experience:

Southemn New Hampshire Services February 2011 - Present
Workplace Success Program
Program Facilitator/Combined Service Program Coordinator

o Managed the daily operations of up to 60 FANF recipients in a work-simulated environment.

o Ensured participants are aware of the various community resources available to them.

o Closely monitored all participants’ activities to ensure they are in compliance and showing
growth.

o Facilitated daily work skills training lessons on topics designed to increase participants’
employability in the evolving and increasingly competitive job market.

o Conducted vocational assessments to assist in career planning process.

o Ensured that all participants establish vocational goals that are supported by extensive research.

o Assisted with curriculum development as part of Continuous Improvement Committee.

o Maintained a firm but fair work environment while providing support, motivation and guidance.

o Developed professional relationships with community organizations to increase volunteer and
employment opportunities for program participants.

o Strong conflict resolution and problem solving abilities.

Work Opportunities Unlimited March 2008 — February 2011
Career Resource Specialist

o Managed all aspects of the Vocational Rehabilitation programs for Manchester and Salem. -

o Responsible for training new staff, report writing and billing preparation.

o Assisted with on the job training and establishing natural support systems.

o Provided training and support to all staff with job development responsibilities.

o Delivered high quality service and established strong professional relationships, which lead to
significant growth in both School and VR programs.

o Established and maintained positive and mutually beneficial relationships with area businesses to
aide in the placement of clients in all programs.

o Taught students to become more familiar with resume development, application completion,
interviewing skills, and other job readiness skills that lead to their vocational success.

o Developed Person Center Plans, Individual Education Plans, Job Analysis, Retention Plans
Vocational Assessments and Employment Preparation Screenings.

o Worked with a diverse population of individuals with various disabilities such as: Learning

Disabilities, Emotional Disabilities, ADHD, Autism Spectrum Disorders, and Mental
Retardation, etc.

High School Transition and Vocational Services
Salem High School (2008- 2011)

o Ensured all staff was in compliance with the contracted service agreement.

e Able to achieve a 100% paid employment rate for all students served.

e Collaborated with school administration, guidance, parents and teachers

e Worked on various lessons in the community to improve life skills that have led to
student’s vocational success.



Pinkerton Academy (2009- 2011)
Established a reputation for success that significantly increased the contract size.
Conducted vocational assessments to establish appropriate vocational goals.
Arranged job tours and job trials to gain exposure to different occupations.
e Coordinated college tours and arranged meetings with the accommodations department
and academic advisors.
Manchester West High School (2008-2009)
e Worked in cooperation with Vocational Counselors, Guidance Counselors, families, and
students to establish realistic vocational goals.
e Ensured that all students were achieving their established IEP transition goals and
benchmarks. '

Lock Wood Technology July 2002 — Aug. 2005
Inventory Controller
o Team leader and onsite point of contact for many substantial contracts including: Google, Avaya,
British Telecom, etc.
o Executed contracts nationwide and abroad in the following European countries: Belgium,
Germany, Netherlands, Switzerland, Austria, Italy and Luxemburg.
o Built and trained teams to execute contracts and demonstrations for sales department.
o Primary job functions included managing, coordinating and executing all aspects of physical
inventory projects from beginning to completion

Mastricola Elementary School Oct. 2002 — June 2003
Intern

o Assisted students with emotional and behavioral disabilities.

o Mentored at risk students in jeopardy of being placed out of district due to behavioral issues.

o Tutored students individually in various academics subjects

o Encouraged appropriate behaviors using positive reinforcement strategies

Education:

University of Massachusetts, Boston
‘BA Sociology

Other Applicable Trainings:

Medicaid Compliance

APEX Summer Leadership Institute
Job Analysis

Social Security Disability Benefits

Job Restructuring and Accommodations
Behavior Intervention Strategies

o The Economy: Creating Opportunities for
Greater Self-sufficiency

Maximizing Job Readiness
Non-Traditional Jobs in New Hampshire
NHEP On-The Job Training

DHHS -Initial Training on Addiction

O O 0O 00O

O 0 0O



MELISSA S. CARDIN

SKILLS, KNOWLEDGE AND ABILITIES

*Strong organizational, planning, problem-solving skills.

sExcellent customer service and people skills.

¢ Strong management and leadership abilities.

*Ability to manage and prioritize daily work effectively.

sCan type at a net speed of 72 words per minute with 96% accuracy.
eProficient in Microsoft Word, Excel and Power Point. *

WORK EXPERIENCE

Workplace Success Program Facilitator, Southern New Hampshire Services, Rochester, NH

May 2012 - Current

¢ Delivered the Work Skills Training component of the Workplace Success Program using a variety of teaching
and communication techniques.

¢ Coordinated and directed the operation of the Service Bureau, a Work Experience Placement (WEP) activity
that provides participants with On-site and Off-site volunteer work assignments, including identifying and
developing new Service Bureau and WEP sites.

» Administered orientation of participants entering the program, including requirements set by NHEP

» Accurately tracked and verified individual clients’ work participation and reports it to the NHEP Counselor

e Communicated with the NHEP Employment Counselor to address any client barriers to employment requiring
support services

» Prepared required weekly Workplace Success Program progress reports and other ad hoc program reports as
requested in a timely and accurate fashion. ‘

» improved the successful outcomes of the Workplace Success program by an average of 10 per cent in the first

four months.

Case Manager, Seacoast Family Promise, Stratham, NH

September 2007 — May 2012

¢ Interviewed clients in need of shelter assistance and assisted with determining eligibility for shelter program
eCompleted paperwork in order to execute the proper assistance for clients

» Worked in connection with other Social Service Agencies in order to help the client to obtain the necessary
services to carry out day-to-day living, including the Department of Health and Human Services for cash
benefits and food stamps.

* Helped clients to set and carry out goals that will help them to reach self-sufficiency, including job searches,
resume writing, housing searches and school enroliments.

¢ Maintained client statistics for organization

* Assisted in the development and implementation of a post-services program

Substitute Teacher, Laconia School District, Laconia, NH

January — December 2007
¢ Filled in for teachers in all subjects, as well as for paraprofessionals and one-on-one aids.

Science Teacher, Laconia School District, Laconia, NH
June — August 2007

eTaught grades 6-8 in a summer school program.

¢ Incorporated team building activities in curriculum.



Child Protective Service Worker, State of NH, Division of Children, Youth and Families, Portsmouth, NH
January 2006 — January 2007

sConducted comprehensive investigations of suspected child abuse and neglect allegations

sInterviewed the victims and perpetrator of the report within prescribed time frames according to the risk to
the child and validity of the report and recommended action

sEvaluated the risk to the child to remain in the home and recommended course of action

sDocumented evidence to substantiate reports of child abuse and neglect

* Prepared court reports and presented direct testimony

» Worked with law enforcement, agency and provider staff, and provided references to other services, both
within the Division of Health and Human Services and outside providers.

EDUCATION

University of New Hampshire, Durham, NH
Bachelor of Arts in Social Work, received 2005

ADDITIONAL TRAININGS AND CERTIFICATIONS

e Strengthening Families Summit, Concord, NH, March 2012

¢ Family Promise National Conference, Orlando, FL, April 2010

¢ “Understanding Genetics: The Social Workers Role” August 2007

¢ “Dealing with Difficult People” June 2006

¢ “How to Work with Spiritual Beliefs in a Way that is Respectful and Helpful” April 2006

* DCYF conference in May 2006 _

¢ DCYF Core Training in February — May, 2006, and other DCYF sponsored trainings throughout 2006

« 15" National Conference on Child Abuse and Neglect, Boston, MA in April 2005

¢ Baccalaureate Program Directors Conference, Detroit, M| in November 2004

e New Hampshire Department of Education Alternative 4 eligibility received February 2007 in the following:
Family and Consumer Science
Reading Specialist
World Language: Spanish
Middle School Math
General Science
English as a Second Language

* New Hampshire Department of Education Alternative 5 eligibility received March 2007 in the following:
Elementary Education (K-6) ‘
Elementary Education (K-8)

HONORS AND AWARDS

o [V-E Child Welfare Training Grant, 2004 — 2005 academic year, University of New Hampshire
ePresident of the Student Organization of Social Workers, spring semester 2004 & academic year 2004-2005
e Kappa Kappa Psi national honorary service fraternity, inducted in April 2001, University of New Hampshire



Sara Davis-Paian

SUMMARY OF QUALIFICATIONS

* Over twenty years experience working in the human service field.
* Ability to workin a multi-task oriented position.

* Innovative with approach to problem solving.

* Creative in program development.

* Excellent interpersonal skills.

* Team player.

SKILLS AND AREAS OF EXPERTISE

o Establish and oversee procedures to meet objectives set by management and contractual
guidelines.

« Confer with clients to discuss their options and goals so that the program and plans for
accessing needed services can be developed.

o Evaluate the work of program participants to ensure that resources are used effectively.
e Maintain records and files, including documentation such as clients’ personal information,
services provided, and relevant correspondence.

¢ Monitor clients’ progress to ensure that goals and objectives are met.

¢ Maintain close contact with clients during training and volunteer work to resolve problems and
evaluate placement adequacy.

e Address barriers to client such as, inflexible schedules, and transportation problems, and work
with clients to develop strategies for overcoming these barriers.

e Arrange for on-site and off-site Service Bureau projects in the community to provide job skills,
workplace knowledge and career experience for the participant while helping the community.

e Offer trainees an opportunity to perform work assignments on-site and off-site which include
computer projects, clerical support, data entry and assembly projects.

s Provide work skills training enhances employability and includes customer service skills,
written and verbal communication skills, workplace survival skills, and basic-to-advanced
Microsoft applications and keyboarding skills.

Sara Davis-Pagan



sdavis-pagan@snhs.org

EDUCATION
Springfield College
Manchester, NH
Bachelor of Science Human Services
GPA: 3.65
EMPLOYMENT HISTORY

Southern NH Services

Manchester, NH

Combined Service Program Coordinator /
Workplace Success Facilitator in Nashua, NH

Southern NH Services
Manchester, NH
Job Club Facilitator in Nashua, NH

State of New Hampshire

Department of Employment Security

Nashua, NH

Interviewer I / Employer Service Representative
Assistant Resource Center Coordinator

Keystone Hall
Nashua, NH
Supervisor of Women Services

Marathon House
Dublin, NH
Addictions Program Coordinator

2006-Present

2004-2006

2000-2004

1995 - 1998

1989 - 1995



Suzanne M. Nadeau

OBJECTIVE

Experienced professional seeking full-time position in a setting focused on utilizing high
level skills to provide workplace skills training, employment development services and
counseling.

HIGHLIGHTS OF QUALIFICATIONS

e Provide exceptional administrative, organizational and customer service skills

» Experience instructing work search skills to low income and unemployed
individuals

e Work experience with NHEP and Employer Service Representatives (ESR)
services through New Hampshire Employment Security (NHES)

e Excellent ability to instruct and train skills to varying populations

¢ Maintain excellent written, oral and listening skills, ability to produce
correspondence in letter or email form

e Multi-task in high paced environment, maintain high level accuracy and
confidentiality

e Ability to make decisions that prove to be beneficial and detail oriented

e Strong ability to manage and prioritize tasks, organize and execute functions and
projects as assigned

e Proficient competency with MS Office Suite applications, Outlook, Lotus Notes,
internet, constituent management databases, multi-line phones, fax, scanner and
copier; ability to learn new programs '

e Ability to thrive in team-based environments that require the ability to adapt to
changing circumstances

RELEVANT PROFESSIONAL EXPERIENCE

Workplace Success Program Facilitator 06/2012-Present
Southwestern Community Services, Claremont, NH

Customer Service Representative - 09/2011-01/2012
Len-Tex Corporation, North Walpole, NH

Interviewer/Employment Services Representative 04/2010-08/2011

NH Department of Employment Security, Claremont, NH



Assistant Director Community Conservation 03/2008 - 12/2009
Student Conservation Association, Charlestown, NH

Supervisor/Innkeeper 08/2005 ~ 03/2008
Sunflower Hill Luxury Inn, Moab, Utah

Community Development 09/2000 - 03/2005
American Cancer Society, New England Division

Assistant Recreation Director/Activities Coordinator 1993-2000
Eastman Community Association, Grantham, NH

Office Assistant/Customer Service 1990-1993

Sigma Data, Inc., New London, NH

EDUCATION

e BS Outdoor Recreation/Leisure Management & Tourism 1984-1988
Plymouth State University

PROFESSIONAL REFERENCES AVAILABLE UPON REQUEST



Theoneste B. GANZA

SUMMARY OF QUALIFICATIONS AND SKILLS

e Resourceful trainer with outstanding curriculum development expertise in areas of
workforce/job readiness, human rights, communication and conflict resolution.

e Skilled professional with extensive project experience from concept to development:
talents include grant writing and proposal development, project implementation,
monitoring and evaluation.

e Experienced Case Manager with over five years of experience working with people with
special needs and other hard-to-serve populations including refugees and other limited
English users. '

o Experienced Researcher with strong qualitative and quantitative research skills, good
interviewing techniques, data collection and analysis, solid leadership and relationship-
building skills.

e Client-focused professional with 12+ years of experience providing solutions to
community members through participatory action research, policy analysis, advocacy and
resource mobilization.

e Dedicated professional with solid understanding and adaptation to different work
environments, and ability to work with people from different backgrounds.

¢ Results-oriented, multi-task oriented, detail-oriented, dependable, reliable and motivated
professional with great attitude and exceptional communication skills.

e Talented computer literate with advanced knowledge of functional applications such as
Word, Excel, Power Point, Spreadsheets etc.

e People oriented professional with strong interpersonal skills and international exposure.

e Skilled language professional with fluency in English, French, Swahili, Kirundi and

Kinyarwanda.
EDUCATION
07/2011 — Current: University of Aberdeen, Scotland, United Kingdom

¢ PhD Student, Politics and International Relations (by research)
2009-2011: Springfield College, School of Human Services, Massachusetts, USA

e Masters of Science in Human Service with concentration in Organizational Management
2008-2009. Springfield College, School of Human Services, Massachusetts, USA

e Bachelors of Science in Human Services/Counseling and Case Management

PROFESSIONAL EXPERIENCE



m 07/2011 — Current: Southern New Hampshire Services/Workplace Success, Manchester, NH, USA
Work Skills Facilitator

- Provided work skills related training to FANF/NHEP participants to help them improve their living
conditions through employment.

- Supported the Community Job Specialist (CJS) team with work experience placements for
participants seeking professional experience to access paid job opportunities.

- Liaised with local communities and potential employers about the program.

- Contributed in the design of the embedded training /job readiness curriculum.

- Specifically supported Limited English Proficiency (LEP) clients with English course, work skill
and safety training.

- Assisted clients in determining their career goals for self-sustaining employment opportunities.

- Regularly networked with the NHEP Employment Counselors for a better service delivery to the
clients we commonly serve.

m 03/2009 — July 2011: Lutheran Social Services of New England/Language Bank, Concord, NH, USA
Community Outreach and Interpreter
- Assisted refugee clients with language translation and interpretation.
- Provided community orientation to refugee populations as needed.

m [0/2007 — 07/2011: Easter Seals New Hampshire, Manchester, NH, USA
Case Manager
- Elaborated individualized protection and treatment plans for clients with special needs.
- Collaborated with State social protection agencies for a better service delivery to clients.
- Liaised with communities for disability awareness and social protection/inclusion of disabled
people. ‘

m 12/2006 — 05/2007: Department of International Studies/University of Wisconsin-Madison, USA
. Visiting Research Fellow

- Developed a curriculum and taught a course on human rights and governance in Affrica.

- Advised students with human rights related research projects on Africa.

- Held public lectures on governance and conflict resolution in post-conflict contexts.

- Wrote articles on relevant topics in human rights in Africa.

m 12/2004 — 12/2005: Human Rights Center, University of California, Berkeley, CA, USA
Visiting Scholar
- Completed research projects on human rights conditions in post-genocide Rwanda.
- Co-authored articles and book chapters on human rights and social reconstruction in Rwanda.
- Held community lectures on human rights in Africa.
- Provided guidance to students with research projects on Rwanda.

m 06/2001 — 08/2003: Human Rights Center, University of California/Berkeley - Rwanda Project.
Country Research Coordinator

- Supervised all research activities in the country.

- Identified and set up research sites and participants.

- Collected data through individual interviews and focus group discussions.

- Participated in the data analysis and final research report writing.

REFERENCES: Available Upon Request.



Caroline Martin

_ Caroline.Martin@dhhs.state.nh.us

Profile
Self-motivated, forward-thinking professional with the desire to increase TANF clients’ work requirement
participation rates by ensuring staff is aware of case management best practice procedures. Proven record of
streamlining various processes for the Bureau of Welfare to Work Program (BWW), effectively
communicating with Welfare to Work Staff, and comprehending the need to change procedure based on
changes to laws, policies, and rules.
Skills
e  Microsoft Office Word (Advanced)
e  Microsoft Office Excel (Advanced)
¢  Microsoft Office Access (Intermediate)
e  Typing skills (Advanced)
* Impressive computer knowledge and ability to learn new programs
¢  Familiar with TANF policies related to BWW
e  Strong written and verbal communication skills
e  Effective problem solving skills
e  General office skills such as scanning, coping, and filing
Accomplishments
e Streamlined the On The Job Training invoicing and reporting process by successfully creating a
database, 2012 '
e Developed databases to track results of Employment Counselor Specialists monitoring and CSP
surveys, 2012 ‘
e  Assisted in organizing the BWW Statewide Training Seminar, 2012
¢ Developed the ECS Monitoring Tool, 2012
¢ Implemented new time saving procedure for creating monthly flipper packets, 2012
e Completed Microsoft Access Training Level I and II, 2012
*  Award of Excellence Presented by A-1 Staffing, 2010
o  Certificate of Appreciation Presented by Volunteer Mempbhis, 2009
Education

Granite State College

Bachelor's Degree in Human Service Administration, expected graduation 2013, 4.0 GPA
. Granite State College Dean’s List, 2012
) Awarded the Osher Reentry Scholarship based on essay entry, 2012

University of Memphis
Studied Political Science, 2011-2012, 3.97 GPA
. University of Memphis Dean’s List, 2011
) Awarded the Gilman Scholarship based on essay entry, 2011
) Completed 2011 European Summer Program at Lille Catholic University in France

Kaplan University
Associate Degree with a concentration in Educational Paraprofessional, graduated 2010, 4.0 GPA
. Summa Cum Laude, Honors Program
. Kaplan University President’s List, 2008 - Graduation
o Article Published about Domestic Violence on Kaplan University’s Web Newspaper, 2008

East Central Technical College
Studied Computer Applications, 1996-1997, 4.0 GPA



Professional Experience
Welfare to Work Operations Assistance 2011-Present
Southern New Hampshire Services, Manchester, NH

¢  Design and maintain various databases using Microsoft Access

¢ Collaborate with the Welfare to Work Bureau Chief and Field Support Managers to maintain and
revise the Field Workers Guide for Employment Counselor Specialists

e Communicate changes in the Field Workers Guide to Field Support Managers, Employment Counselor
Specialists, the training unit, and Division of Family Assistance employees

¢ Compose On The Job-Training Contracts reports for the Business and Industry Coordinator

e Process all incoming On The Job Training Contracts which includes sending a letter and original copy
to the employer, creating electronic and paper files for each contract, and distributing copies of the
contract to the Business and Industry Coordinator, Field Support Managers, and Employment
Counselor Specialists
Ensure OJT invoices are being received in a timely manner and send reminder letters to employees
Liaison for employers with questions on filling out OJT Invoices

e Compose reports to highlight strengths and weaknesses regarding results of monitoring Employment
Counselor Specialists and CSP surveys utilizing the information entered in the Access databases

e Provide Technical Support regarding Microsoft Office to fellow staff as needed

e Maintain paper and electronic files for the Welfare to Work Bureau Chief and the Business and
Industry Coordinator

o Create various documents for the Welfare to Work program such as calendars and certificates for the
Employment Counselor Specialists

e Develop tracking techniques for many projects such as changes made to the Field Workers Guide and
when and what level Client Participation Certificate each Employment Counselor Specialist have
received

Administrative Assistant 2010-2011
A-One Staffing, Nelson Company, Memphis, TN

Created spreadsheets reflecting outbound orders using Excel

Communicated with customers to resolve questions and concerns

Coordinated meetings between workforce services and management

Acted as liaison between office management and warehouse management

Maintained calendar to displaying expected load arrivals

Tracked orders using company software and generated invoices

Performed general office duties such as filing, copying, answering phones, and greeting customers .

Administrative Assistant 2010-2011
Little Angels Childcare and Preschool, Memphis, TN
¢ Designed monthly newsletters and calendars providing parents specific details of activities

¢ Organized and held periodic parent/teacher meetings
e Trained new employees in the center’s safety and teaching expectation
¢ Planned and carried out daily activities incorporating approved curriculum
Administrative Assistant 2004-2010

Nelson Company, Memphis, TN
e Used Excel to track daily changes in inventory
¢  Submitted payroll for temporary employees
e Reviewed daily production count from employees to ensure their count correlated with inventory
e Assisted in tracking and purchasing office supplies

Volunteer Experience
Volunteer Memphis Library Frayser Branch, 2010
Project Coordinator Children’s Purdue Center of Hope, 2008-2009
Project Coordinator Kraft Kits for Kids at St. Jude Research Hospital, 2008



BRANDON ANDERSON

KEY COMPETENCIES

Talented, agile administrator with career-long expertise in essential skills, including
interpretation of complex federal policies and regulations, monitoring and compliance

Creative problem-solver with excellent work ethic and reputation as team player

Self-motivated and organized, ensuring seamiess operations in environments subject to
frequent change

Experienced in client assessment, vocational and career planning, leading to client self
sufficiency

Strong ability to organize and manage multiple facets of case management with minimal
supervision

CAREER EXPERIENCE

SOUTHERN NEW HAMPSHIRE SERVICES, Rochester, NH
Employment Counselor, ' 9/2010 — Present

Interpret and communicate complex federal policy and program information for participants in
the Temporary Assistance for Needy Families (TANF) program

Ensure and motivate clients to participate in an employment program designed to move clients
from public assistance to self sufficiency while maintaining compliance with program
requirements )

Facilitate and resolve a variety of client issues and barriers using Motivational Interview
Techniques and Precision Case Management

Utilize and interpret vocational assessment testing to create an employment plan for clients in
the NHEP program and identify community resources for clients to use to develop employment
skills

Deliver complete and confidential case documentation and extensive required reporting on each
TANF client, while managing a TANF caseload in multiple district offices totaling more than 55
clients at any given time

Key Contributions:

Contributed to the local NHEP Team achieving high participation rates of 50% or higher

Flexibility in managing caseload in multiple district offices moving seamlessly between 2 offices
to deliver quality employment counseling

DEPARTMENT OF WORKFORCE SERVICES, Salt Lake City, UT
Employment Counselor, 7/2005 - 7/2010

Managed administrative and operational requirements of multiple federal programs with goal of
promoting self-sufficiency among program participants.

Interpreted and communicated federal regulations and policies specific to each program clearly
and concisely to diverse client base.

continued...



BRANDON ANDERSON e PAGE 2

« Monitored clients with regard to employment plan and career goals.

e Tracked participation rates, created and maintained confidential documentation, supported
clients during job searches.

Key Contributions:

« Served as subject-matter expert (SME) with regard to child care, applying thorough knowledge
of policies and interpreting complex information.

» Developed comprehensive policy covering childcare for Metro Office, ensuring compliance with
all applicable federal requirements.

» Assigned to serve as Worker in Charge during supervisor's absence, monitoring workflow and
performance.

« Achieved repeated selection to Passion for Participation Club recognizing individuals who
achieved 50% participation rate for 2 of every 3 months.

DEPARTMENT OF WORKFORCE SERVICES, Woods Cross, UT
Lead Employment Counselor, 12/2007 — 9/2009

» Supported supervisor in managing eight person team, ensuring smooth workflow and efficiency
for administrative office.

« Provided policy and procedure updates to colleagues and ftrained team as necessary.
Participated in employee evaluations and informed management of performance problems.

« Led staff meetings and delivered presentations; monitored caseloads.

« Interacted with customers to resolve complaints and difficult problems; prepared confidential files
and reported data.

Key Contributions:
« Consistently provided leadership that assured smooth, efficient administrative operations.

« Leveraged knowledge of resources and information to facilitate effective problem solving for
management, staff and customers.

EDYCATIO 'CREDE S

Master o'figﬁb}ic 'Aé\rﬂgigtlsatgnquék), 2009
UNIVERSITY OF UTAH — Salt Lake City, UT

GPA 3.7 ~ Pi Alpha Alpha National Honor Society

Bachelor of Science in Marketing, 2005
UTAH STATE UNIVERSITY — Logan, UT

Volunteer Activities
Strafford Regional Planning Commission: Commissioner



Ami S Belanier

WORK EXPERIENCE

Southern NH Services Manchester, NH
NH Employment Counselor 4/2004-Present

e Conduct one-on-one employment counseling with TANF population

e Perform group and individual orientations for new and returning NHEP participants

e Determine NHEP participants’ achievements, difficulties and barriers through
vocational assessment and employment planning, evaluating work history, education
and client barriers '

o Educate and refer NHEP participants to appropriate partner agencies, including WIA,
for additional services to remove participant barriers and promote self sufficiency

¢ Ensure client compliance with NHEP rules, policy and procedures

e Provide case documentation in the New Heights and Bridges software systems

¢ Complete special duties assigned by Field Support Manager, NHEP Administrator
and the Bureau Chief of Welfare to Work

e Responsible for scheduling Service Determination Appointments for NHEP
participants statewide that not longer hold an exempt status, i.e. Flipper Project

e Maintain ongoing working relationships with local and state agencies, community
organizations, and employers to develop child care, transportation arrangements,
activities supporting employment, support services and employment and training
opportunities

Northern NH Mental Health Services Berlin, NH
Community Qutreach Specialist 10/1999-4/2004

o Supervised individuals with mental and physical health disabilities in work
atmosphere
e Administrated assignment to groups of landscaping and janitorial crewmembers

e Assigned administrative activities including progress notes, billing, light
bookkeeping, logs, chats, quality control reports, time cards and attendance

o Explained rules and regulations to new hires
e Completed monthly status reports for participants’ quarterly progress evaluations

EDUCATION

Bachelor of Science in Human Services Springfield College 2003



JENNIFER CARR

SUMMARY OF QUALIFICATIONS

Human Service professional demonstrating exceptional case management, motivational skills,
public relations, career counseling, crisis intervention within the Employment and Healthcare
Industries. Highly skilled, ethical, reliable and organized professional with excellent
communication skills. Extraordinary ability to maintain positive working relationships, excellent
problem solving skills with an ability to work independently in highly stressful environments.
Flexible professional with an uncanny ability to adapt to new situations.

PROFESSIONAL EXPERIENCE

Southern NH Services, Manchester, NH 2010-2012
Employment Counselor Specialist

Providing timely and effective counseling services to TANF clients under the DHHS/ NH
Employment Program. Offering assistance with the development and implementation of
creative and responsive employment plans, resolving barriers to employment, authorizing
and monitoring funds for appropriate training and support services, planning and conducting
motivational orientations to inform participants of program benefits and requirements,
documenting and maintaining accurate case notes and records.

Accomplishments: Maintaining excellent relationships with clients and referral sources
served, achieving a 50% or above participation rate, managing high case loads, offering a
dedicated and committed counseling service to clients and their families.

John Stark Regional High School, Weare, NH 2006-2007
Paraprofessional

Provided exemplary and proficient assistance to developmentally challenged students in the
Special Education Department. Presented quality support services to classroom teachers
with challenged students. _

Accomplishments: Stellar student assessment skills that complemented the beneficial
education programs for student progression.

Concord Hospital, Concord, NH 2002-2005
Medical Social Worker

Provided professional Social Work skills for patients and families in conjunction with physicians
in an effort to provide information regarding community support, discharge planning, financial



services, and cost effective patient hospitalizations. Facilitation of family and team meetings
and exceptional case management skills. *Certified Notary Public, offered education and
assistance to patients in the completion of their Medical Durable Power of Attorney for
Healthcare and Living Wills.

Accomplishments: Exemplary results with clinically complex patients, homelessness
assistance and planning, drug and alcohol abuse, social and psychosocial issues.

Integrated Health Services, Manchester, NH 2000-2002
Director of Admissions and Marketing

Provided clinical evaluations of potential patients in community and hospital settings.
Coordinated all admissions and conducted educational admission’s meetings, servicing staff
and community outreach. Strategizing marketing plans and materials to educate healthcare
facilities and physicians of all quality services offered by IHS. *Equipped facility with Certified
Notary Public qualifications.

Accomplishments: Maintained a high census/customer service profitability margin due to
excellent marketing and follow-up skills.

Catholic Charities Mount Carmel Nursing HAome, Manchester, NH 1997-2000
Director of Admissions/Discharges

Provided quality admission assessments and education to potential patients and families with
excellent case management and discharge planning coordination. Committed advocacy
and extraordinary support in the areas of counseling, services, financial issues, patient issues
and care planning. *Equipped facility with Certified Notary Public qualifications.

Accomplishments: Provided clinical patient evaluations and assessments and the ability to

provide effective social work. Maintained exemplary relationships with patients, families and
staff.

VOLUNTEER WORK

e Families In Transition, Manchester, NH
e Concord Cold Weather Shelter-First Congregational Church, Concord, NH
e NH Food Bank, Manchester, NH

EDUCATION

Springdfield College, Manchester, NH ~ Bachelors Degree/Human Services

*References upon request



KATHLEEN COLON

—

PROFILE OF KEY COMPETENCIES

Talented, highly experienced employment counselor with career long expertise in
working with TANF population, including adherence to federal and state policies, client
advocacy and compliance. Highly organized with the ability to multi task a large
caseload with attention to detail. Excellent work ethic, team player and highly adaptive
to the constantly changing environment of the Welfare to Work Program ensuring
seamless delivery of services, to both clients and administration while achieving or
exceeding performance goals.

WORK EXPERIENCE

09/01-Present Southern NH Services Inc. Manchester, NH
Employment Counselor Specialist for NHEP

¢ Responsible for advising participants about employment
training, education, job preparation, and support services to aid
them in financial sufficiency

e  Work collaboratively with team members to assist individuals
with their goals for employment to close TANF assistance

¢ Maintain ongoing working relationships with state and local
agencies, community organizations, and employers to provide
support for clients in preparing for work

¢ Develop and monitor individual employment plans to outline
financial independence

e Provide effective case management to individuals along with
implementing NHEP policy, procedures, and rules

e Plan and conduct weekly group orientations and 1 on 1
informational sessions on NHEP

e Proficient in New Height Computer system

e Monitor participation to ensure federal guidelines are met

08/98-09/01 Seacoast Mental Health Center, Portsmouth, NH
Intake Admissions Coordinator

¢ Responsible for supervising and managing high volume calls for
counseling services

e Created and maintained a scheduling database for 20 clinicians

e Verified individual insurances and maintained authorizations for
services

e Operated office equipment and data entry on a daily basis



08/93 —08/98

EDUCATION:

1989-1993

Worked closely with other departments to ensure quality services
for prospective and on-going clientele
Member of the Quality Improvement Committee

Seacoast Mental Health Center, Portsmouth, NH
Case Manager

Provided direct guidance services to over 30 clients and their
families. Assisted clients by linking them to community resources
and monitored their treatment plans to promote independent
living skills

Collaborated weekly with treatment team to establish goals,
parameters, and services that contribute to the improvement of
individual success

Responsible for maintaining all clinical paperwork including;
summary reviews, treatment plan modifications and daily
progress contact notes

Assisted in resolving symptom management by involving clients in
community interaction to ensure their basic living skills progress

American Training Co., Work Choice Division, Lawrence, MA
Employment Specialist

Provided jobsite supervision and training to consumers

Created and organized the daily work schedule for these
individuals, as well as educated them on different job tasks and
assisted them in finding employment

Specialized and worked as a team member to assess the progress
of individual success

Responsible for the reviewing and mamtammg of all the treatment
plans

Established and maintained solid working relationships with local
businesses, job shadowing, job coaching, and mediated problem
situations by communicating daily

University of New Hampshire Durham, NH
Bachelor of Arts, Psychology



Nichole E. Desclos

Summary: A determined, ambitious individual ready for further experiences and
challenges in working with various populations of people in the community.
Demonstrated ability to quickly learn and perform a variety of responsibilities in a fast
paced environment. A dedicated team player, willing to help clients and other staff
members reach the common goals set by the organization.

Education:
Indiana University
Gary, Indiana
Bachelor of Science in General Studies, May 2007, GPA 3.9
Concentration: Social and Behavioral Studies
Minors: Psychology and Sociology

Major Coursework:

Psychology I & II, Sociology I & II, Anatomy & Physiology I & II, Abnormal
Psychology, Child Growth and Development, The Changing Family, Ethics in the
Workplace, Pathology, Stress Management, Nutrition, Child Psychology, Drugs and the
Nervous System, Human Relations, Human Sexuality

Work Experience:

Southern NH Services Inc., Nashua, NH

Employment Counselor, February 2009-Present

- Develop and implement an employment plan for each NHEP participant

- Determine individual program compliance that could result in the loss or
increase of TANF benefits

- Plan and conduct orientations to inform NHEP participants of program
responsibilities

- Authorize expenditures of appropriate training and support services that
support the employability plan

- Create detailed case files for all participants

- Maintain accurate case notes using New Heights

- Work with agencies in the community to learn about services they can
offer participants of NHEP

- Refer clients to appropriate agencies for assistance dealing with barriers
related to child care, mental health, transportation, housing, domestic
violence and drug abuse/addiction



Shriver Job Corps, Devens, Massachusetts
Career Counselor, July 2008-February 2009

Case managed 68 + disadvantaged youth

Established supportive/mentoring relationships with students throughout
their enrollment

Supervised and disciplined students and held them accountable for their
behaviors

Provided personal and career counseling for enhancing student
employability and ensuring continued participation in the job corps
program

Transported students in 12 person passenger vans to and from meetings
and special events

Conducted new student intakes, morning report follow up, attendance
accountability, AWOL retrieval and leave/separation services
Conducted sex education and physical education classes

Counseled students on various topics including mental health, drug abuse,
sexually transmitted infections '

Ensured proper hygiene practices were being followed

Coordinated required student support services with other center
departments, parents/guardians and off center resources

Blackwell Job Corps, Laona, Wisconsin
Residential Living Advisor, September 2007-June 2008

Acted as a mentor and role model to disadvantaged youth
Supervised and disciplined students in residential living setting
Performed security checks around campus and in the dormitories
Counseled students on issues ranging from academics to home life
Gave students prescription and non-prescription medications

Held focus groups for up to 60 students on relevant topics

Inspected lockers and incoming luggage for drugs, alcohol and other
contraband

Provided an/or arranged transportation for students

Indiana University Northwest, Gary, Indiana
Career Office Intern, August 2006-May 2007

Organized job fairs held at the university

Recruited students and employers to participate in job fairs

Assisted students with resume and cover letter writing

Researched employment and internship opportunities for students
Created and posted advertisements for job fairs and information sessions



Mary.P.Fowler-Huston

OBJECTIVE: Employment Counselor Specialist

QUALIFICATIONS:

Diplomatic team player with excellent communication skills individually and in group settings, knowledge
of DFA policy and Precision Case Management procedures, able to solve problems, make decisions, meet
deadlines and be creative.

EMPLOYMENT COUNSELOR SPECIALIST 9/96 to present
Southern NH Services, Manchester, NH
NH Job Training Council, Concord, NH

Conduct interviews and assessments to identify client needs and barriers, develop ongoing
Employability Plans with specific goals and objectives.

Make appropriate referrals to NHEP partners and local Community Support Agencies.

Provide ongoing case management and authorize Employment/ Training Support Services as
needed and eligible.

Utilize Precision Case Management techniques, and the Field Workers Guide/ training manual.
Process billing; resolve bounced bills by utilizing NH Bridges computer system.

Present NHEP initial Group Orientations, as well as SDA’s, follow up appointments and
individual counseling sessions with participants.

Knowledge of local employment and training opportunities.

Enter all data/ hours into New Heights in a timely manner.

Generally meet and exceed required Federal monthly participation rates.

Work with individuals who have become displaced from employment, lack of job skills or
education, or are unable to participate in work activities.

Provide guidance and support to individuals in crisis and make referrals to appropriate agencies as
needed.

Determine compliance with mandatory requirements based on Federal and State guidelines of the
NH Employment Program.

CLERK INTERVIEWER:
NH Employment Security, Laconia, NH 3/96 to 9/96

Greeted claimants and individuals using the Job Information Center (JIC) in a positive and
friendly manner.

Provided forms and instructions to claimants.

Spoke with employers and placed job orders in JMS.

Conducted Eligibility Review Interviews.

Provided computer assistance for individuals in the JIC.

EDUCATION:
Lakes Region Community College, Laconia, NH: Human Services and Accounting courses
Goddard College, Plainfield, VT: Education and Counseling courses



DIANE M. GILMORE

Professional Profile

e More than 15 years experience working with low income individuals and families

e Education advocate - offering educational experiences for adults regarding multiple
social issues including parenting, adult basic education, grief experiences and domestic
violence

e Created and implemented federal compliance plans for Tri-County CAP Head Start

e Served as community volunteer for various non-profit agencies

Employment History

Employment Counselor Specialist 07/2011 - present
Southern New Hampshire Services, Manchester, NH

e Provide employment focused case management services to TANF clients in the New
Hampshire Employment Program.

e Skilled in the use of specialized software, the state of NH's New Heights software
system, to provide electronic record keeping and documentation of client services

e Provide one to one employment counseling to NHEP participants, facilitate quarterly
partner meetings and conduct weekly NHEP orientations sessions

e Develop and maintain relationships with social service agencies, child care providers,
employers, state and local agencies in order to support self sufficiency efforts of NHEP
participants

Career Development Specialist 10/2006 - 06/2011
Working Futures, Conway, NH

e Instructed groups of up to 15 adult students in vocational job readiness topics

e Performed individual case management and instruction based on specific client needs

e Administered and interpreted vocational assessments for TANF clients

e Provided community resource guidance to TANF clients

e Administered Test of Adult Basic Education, Career Development Manager, Keirsey
Temperment Sorter and oversee CHOICES adult learner web accounts

Family Lifeskills Program Coordinator 11/2000 - 10/2006
UNH Cooperative Extension, Carroll County, NH

e Taught life skill curriculum classes for adults receiving assistance from the State of NH

e Acquired appropriate donated classroom facilities; supervised relevant field trips

e Worked in collaboration with NH DHHS Division of Family Assistance, NHEP Team and
Carroll County UNH Cooperative Extension staff



DiANE M. GILMORE

Education

Master of Education 2006
Plymouth State University, Plymouth, NH

Bachelor of Science 2000
College for Lifelong Learning/Granite State College, Conway, NH

Training Certifications & Facilitator Experience

Global Career Development Facilitator 2007
National Career Development Association

Certified Workforce Development Professional 2007
National Association of Workforce Development Professionals

Conversations on Loss and Grief Workshop Series 2006
¢ Designed and delivered workshop series for adults struggling with grief issues

Parenting the Young Child Workshop Series : 2006
e Taught evening workshop series for parents of young children based on approved
curriculum and parent need '

Out of School Youth program 1996 - 1997
e Designed and implemented GED program for Kennett High School drop outs ranging
in ages 16 — 24 yrs in collaboration with The Mount Washington Valley Academy

Starting Point ' 1986 — 1995
e Designed and delivered workshop series for women healing from childhood sexual
assault

Volunteer Experience

Special Advocate
Starting Point, North Conway, NH. 1986 — present

Board of Directors
Jen’s Friends Cancer Foundation, North Conway, NH. 2007 - 2010

Board of Directors
Northern United Way, Berlin, NH. 2001 - 2004




Cecile Leonard

SUMMARY OF QUALIFICATIONS

e Experienced, caring and conscientious employment counselor

Strong verbal and personal communication skills with clients and partner agencies
Extensive knowledge of federal and state policies and procedures

Professional public speaking, presentation experience to small groups

Trained in Motivational Interviewing Techniques

EMPLOYMENT HISTORY

Southern New Hampshire Services, Inc.
Manchester, NH 03108

Employment Counselor Specialist ” 2008 - bresent

Manage a rotating caseload of over 60 recipients of Temporary Assistance for Needy Families
(TANF).

Assist low-income clients with integration into the community and self-sufficiency by providing life
skills for employment, job readiness skills, job referrals, childcare resources, and referrals to
counseling, educational, legal, and other social service programs.

Collaborate with community agencies including providers of ESOL, Adult Basic Education,
Vocational Rehabilitation, Division of Youth and Family Services, family intervention, clothing
closets, food pantries, homelessness, housing assistance, crisis intervention, domestic violence
prevention, emergency assistance, and other appropriate community referrals. ’

Interview, assess and evaluate individual aptitudes, interests, abilities, work experience and
education. Counsel individuals to identify and overcome barriers to employment.

Develop, implement and monitor an Employability Plan to outline steps needed to achieve financial
independence and self-sufficiency.

Authorize and monitor expenditures of federal funds for training and support services.

Plan and conduct orientations to inform participants of program rules and responsibilities.

Train and assist new team members to supplement formal training in NHEP.

Maintain individual case records to comply with state and federal regulations and policies.

Issue determinations regarding compliance that result in the loss or increase of TANF benefits.
Develop and maintain positive public relations with employers, service providers and community.

Head Start Program
Manchester, NH

Family Worker 1999 - 2008

Related professionally and tactfully with all parents and kept family records up to date



* Conducted home/center visits with each family and a caseload of 25 families.

» Acted as family advocate at all times eliciting family opinions, perspectives, concerns.

» Referred families for services when needed and followed up as necessary.

» Produced and distributing a monthly newsletter to parents.

Recruited and encouraged family participation in the program.

Assisted with volunteer training and encouraged community volunteerism.

Attended and participated in weekly family reviews and staff meetings.

Assisted with providing a variety of parenting programs as appropriate to meet families’ needs.
Demonstrated adequate knowledge of agency program and gathered sufficient information from
families to make referrals to other programs beneficial to the client or his/her family.

Head Teacher 1989 — 1999

¢ Managed operations of preschool Center.

* Developed and instructed age appropriate lessons that encouraged physical, emotional, social and
academic growth. ’

* Maintained students’ records.

= Showecased children’s work to build their self-esteem and keep them motivated.

Greater Manchester Childcare/VNA Childcare
Manchester, NH

Operations Director/Teacher Coordinator 1984 - 1989

e Administrative duties of increasing responsibility in managing Center operations.

o Facilitated the successful development of the New Infant Toddler Center while coordinating functions
and working relationships among all staff.

Hillsborough County Welfare

Manchester, NH

Intake/Case Worker 1983 - 1984

e Conducted in-depth interviews and case investigations to determine applicants’ eligibility for
assistance. '

»  Referred clients to appropriate services.

EDUCATION

Bachelor of Arts Degree in Human Services
New Hampshire College 1972

National Child Development Associates Certification
Rivier College 1992



Danielle M Love

Career Objective:

Work Experience:

To utilize my skills in human services and strength in working with
people in need to assist NH families in becoming self-sufficient and
productive through vocational planning and employment counseling.

Employment Counselor Specialist

New Hampshire Employment Program

Southern NH Services, Inc.

40 Pine Street

Manchester, NH 2010 - present

Provides effective one-on-one employment counseling to TANF clients
resulting in TANF clients entering employment, retumning to school and
developing their own potential towards self sufficiency.

Coordinates employment-focused case management services for
TANF clients with a caseload of between 50 — 60 clients at any given
time including substantial paperwork to support each client's multiple
activities.

Develops relationships with local community service providers for client
referrals as appropniate, utilizing knowledge of those services to benefit
the TANF client.

Maintains organized and accurate case notes and files for each client.
Applies necessary NHEP federal and state guidelines in working with
the TANF population for accurate and necessary compliance in
administering the NHEP Program.

Motivated to achieve optimum performance objectives for this position
through training and full utilization of “best practice” techniques offered
by the State of NH.

Skilled in the use of the State of NH specialized software programs
necessary to manage and document all activities in the NHEP program,
specifically New Heights and Bridges software.

Paraprofessional — Teaching Assistant

Winchester School District
Winchester, NH 08/2009 - 2/2010
Worked with special needs students on an individual basis.

Collahorated with special education team and classroom teacher to
develop an Individual Education Plan (IEP) and structured schedule.
Followed up on the implementation of the IEP to ensure the education
plan for the student continued to be viable and useful for the student's
continued progress.



Education

Volunteer
Activity:

Store Clerk and Cashier

Minute Mart
Troy, NH 01/2003 - 08/2007

= Maintained accurate balance of accounts and cash at end of each shift.

= Handled customer inquiries and dealt directly with vendors and
inventory.

* Frequently closed store and secured building independently.

Cashier

Hannaford Markets
Machias, ME 04/2001 - 06/2002

» Handled all cash, credit and other transactions for individual till.

* Performed customer service duties, including customer inquries and
store returns.

Bachelor of Arts Degree in Sociology with
Concentration in Women's Studies

Keene State College

Keene, NH May 2008
» 3.1 GPA

= Volunteer of the Month: Volunteers for Justice Program 2001



Tamela McMann

OBIJECTIVE: To obtain a challenging position in Social Services field

PROFESSIONAL EXPERIENCE

Southern New Hampshire Services
Littleton, NH Employment Counselor Specialist
2/27/06-Present

e  Provide training, barrier resolution, community referrals, support services, and counseling to
recipients of TANF cash assistance

e Enforce and apply federal policy guidelines to participants in the New Hampshire Employment
Program ’

¢ Daily documentation and maintenance of case notes using New Heights and Bridges software to
track client progress and compliance with mandatory federal guidelines

e Use Motivational Interviewing to develop and implement employability plans for NHEP
participants to meet their employment goals while effectively resolving barriers

e Consistently exceed a monthly 50% TANF participation rate of clients entering into employment
or employment related activities

Riverbend Community Mental Health
Concord, NH Case Manager
5/01/03-2/26/06

e Participated in all steps of mental health crisis intervention including crisis plans and assessing
treatment options with the client, families and clinical staff

e Part of an on call twenty-four hour emergency crisis intervention/stabilization team

e Engaged clients in building solid treatment plans to achieve their goals while effectively
managing their mental illness



Conducted routine home visits and reported cases of self-neglect and hoarding behaviors to NH
Protective Services, state appointed guardians, and client’s psychiatrist

Collaborated with families, social service agencies and the clients to help promote understanding
and communication within the client/family structure

Routinely communicated with local police departments and mental health agencies when either
voluntarily or involuntarily admitting clients to NH State Hospital

Northeast Kingdom Human Services St.

Johnsbury, VT Employment Counselor/Case Manager
10/25/97-3/01/03

Managed all aspects of assisting chronically mentally ill adults in obtaining and maintaining
employment through barrier and skill assessment, employment search, and on the job support

Performed intensive case management to over 30 clients weekly, assisting them in self-care,
transportation, crisis intervention, and daily living skills to continue to live independently

Compiled and utilized information from businesses to assist clients find what skills, trainings, and
experience they needed to obtain employment

Networked businesses through face to face contacts, phone contacts, and business gatherings to
build strong relationships and develop employment opportunities for clients

EDUCATION

University of Vermont, B.A. Psychology, 1997

References available upon request



Gail M. Russell

Key Skills and Attributes

More than twelve years experience in social work and client advocacy

®
e  Skilled at working with target populations such as TANF clients and veterans returning from service
e Comprehensive and vast knowledge of local community resources
e  Ability to network within the community, building strong relationships with advocacy agencies
o  Strong facilitation skills in developing relationships between families and school systems
e  Ability to work independently as well as collaboratively, adapting as priorities or situations change
o  Excellent communication skills with clients of both socioeconomic and ethnic diversity
Professional Work Experience
Southern New Hampshire Services, Inc. Nashua, NH 2011 — present

Employment Counselor Specialist

Deliver employment counseling, job readiness and support services to-a diverse TANF population in the
State of NH’s New Hampshire Employment Program (NHEP)

e Interview, assess and evaluate individual attitudes, interests, abilities and education along with
emotional limitations and barriers to identify client strengths and individual service needs

e Develop and implement an employment plan with clients leading to self sufficiency

e  Authorize and monitor expenditure of funds for appropriate training and support services in
conjunction with the employment plan and in compliance with federal and state rules and policies

e Manage a caseload of between 45 — 60 TANF clients utilizing both the State’s New Heights and
Bridges software system

e  Conduct group orientations on NHEP program for TANF applicants

¢ Trained in the use of the NHEP program’s Precision Case Management Guide for compliance and
procedural standards

U.S House of Representatives ‘ 2009 -2011
Community Relations Representative

Managed casework correspondence and verbal communications with constituents. Specialized in working
with veterans, helping them connect to federal agencies which allowed them to obtain the benefits they had

difficulty receiving.

e  Acted as representative for the Member within his area of responsibility including answering
casework correspondence, meeting with constituents, verbal communication with constituents

e Served as liaison with federal, district and local agencies.

¢ Informed the Member and the District Director of all happenings in his assigned issue areas by
screening district media sources, attending public functions and interacting with constituents.

Nashua Community College 2008 -2009
Coordinator, Project Redirection
The Coordinator was responsible for directing federally funded program of assistance for financially
disadvantaged single parents in non-traditional career programs in an academic setting leading to economic
self sufficiency through vocational training and workforce development.



e Recruited, screened, interviewed and accepted qualified candidates

e Provided personal, academic and career counseling to assist students toward successful completion
of their college program

e Established and maintained contact with appropriate community agencies and resources

» Maintained program compliance with various federal and state rules required by the funding
source including Health and Safety policies, Sexual Harassment policy, Civil Rights policy and
compliance with Administrative rules

Adult Learning Center, Nashua NH 1999 2008
Parent Center Coordinator/Family Literacy Educator

Responsibilities included providing parents with adult education services, GED, ESOL, parenting education and
vocational counseling. Provided home visits, referrals to childcare and community resources, leadership training,
advocacy, and workshops on topics that address barriers to success. Specific responsibilities included:

e Promoted The Family Connection to Adult Learning Center clients and the Nashua community
s  Conducted literacy-based home visits

e Developed specialized adult education materials for client home visits

e  Assisted in organizing and facilitating Parent and Child Together (PACT) activities

¢  Guided parents in learning problem-solving techniques to set achievable goals

e  Connected families to social services in the greater Nashua community

e Provided client advocacy for families when appropriate

e Coordinated volunteer and internship activities

e Acted as liaison between parents and school administration

Education

¢ Master of Science, Community Counseling Psychology
Springfield College

s Bachelor of Science, Human Services
Springfield College

e Associate Degree, Human Services
Nashua Community College

Community Involvement

®  Vice President, Alumni Association, Nashua Community College

e  Member, Granite State Organizing Project (GSOP)

e  Member, Nashua Network

e  Member, Nashua Community College Human Service Advisory Board

e Member, Positive Behavior Intervention System (PBIS ) at Dr. Crisp School

e  Member, Parent Information Resource Center Team (PIRC ) at Dr. Crisp School
® Ross Grant Task Force on Literacy

e Nashua Hispanic Network member



Stephanie Bailey Sluder, ML.A.

Summary of Qualifications

Over 20 years of solid experience evaluating and managing individuals in employment and career transition.
Specific expertise in working with individuals in the Federal Welfare to Work Program. Exceptional talent for
developing rapport, creating trust, maintaining an above average level of participation among welfare clients,
staying within set timelines and budgets. Dynamic leadership, presentation, team-building and interpersonal
communication skills with reputation for integrity and success. Areas of expertise include:

Vocational Assessment , Employment Focused Case Management, Client Barrier Resolution
Individual Employment Plans, Conflict Resolution, Solution-based Problem Solving,
One on One Interviewing, Presentation and Facilitation Skills

Professional Experience

Southern NH Services Inc,
Employment Counselor Specialist, 2007-current
Manage caseload of 60+ Federal Welfare Employment Program recipients transitioning employment.
Work with recipients to resolve issues creating barriers to employment and develop job skills. Evaluate
and assess to ensure recipients meet program requirements for continued eligibility.
> Assess clients’ progress on a daily basis, providing encouragement, support, reality counseling
and motivation to help them gain confidence, overcome obstacles and achieve success.
> Manage FANF Recipients in a Welfare to Work program including initial assessment,
marketplace analysis and research, development of objectives, career coaching and placement.
> Assist clients in crisis situations including physical disabilities, homelessness, transportation,
finances, communication, and psychological disorders.
> Apply the policy and procedures of NHEP program as outlined in Precision Case Management.
> Consistently achieve and surpass required client participation rate of 50%. Achleved highest
monthly rate in state, August 2011.
» Collaborate with other state agencies, programs and employers to maximize efficiency and
effectiveness of all participants’ activities and support services.

Manpower, Inc Boston, Mass
Direct Hire Recruiter, 2005-2006
Managed full-cycle recruiting process including generating job orders through cold and warm calls, sourcing,
screening and placing candidates.

> Recognized as “Fast Start Qualifier for first quarter 2006, based on fees generated

> Established business practice in dynamic environment



Rehab West, Inc San Diego, Cal

Vocational Rehabilitation Consultant, 1988 to 2005

Private firm specializing in re-employment services and workplace disability, health and safety management,
with 30 offices statewide.

Case Management:

» Researched career paths and directed clients on how to best utilize their talents, skills and
abilities within set time frame. Strategized action plans and set goals with each client at each
meeting. Result: 95% client participation in program to completion.

» Determined transferable skills of clients by analyzing career background and conducting a full
battery of career interest inventories and aptitude tests including Myers Briggs Type Inventory.

Presentation and Facilitation:

> Facilitated Reasonable Accommodation Meetings in an interactive process between companies
and employees to strategize accommodating employees with disabilities. Result: Increased
employer compliance with state work comp laws, avoiding potential lawsuits.

> Facilitated workshops on job search skills including resume writing, job application, skill
identification, success stories, networking, interviewing skills and salary negotiation.

Regulatory Compliance:

> Administered outplacement benefits for client corporations to assure compliance with Cahforma
Worker's Compensation Labor Code and the Fair Employment Housing Act

> Performed detailed, on-site Job Function Analysis outlining essential and non-essential job
functions for companies in- a range of industries including retail, warehouse, medical,
construction and manufacturing. Result: Increased employer compliance with Federal ADA
laws.

> Exhibited consistent technical expertise. Result: Product met changing state and federal labor
and employment laws, rules and regulations.

PROFESSIONAL AFFILIATIONS -

National and California Association of Rehabilitation & Employment Professionals (NARRP/CARRP)

EDUCATION / CERTIFICATION

Master of Arts, Counseling, National University, San Diego, CA

Bachelor of Arts, Psychology, Kalamazoo College, Kalamazoo, Mi

Advanced Psychometric Testing — Certificate of Completion, National University, San Diego, CA
Disability Management Courses, Insurance Education Association, San Diego, CA



Irina Lopukhina von Becker

Summary of Qualifications:

L 4

Decisive, energetic employment counselor/teacher with expertise in developing and implementing
programs, curriculum, and lessons, and achieving desired results

5 years of succsessful case management of over 110 clients with a consistant record of meeting the
NHEP 50% participation rate requirement and exceeding into the mid. 60%

15 years of professional experience in teaching, interpreting, tutoring and career/job counseling with a
diverse students and clients {10-65 years old)

Skilled leader within work community and the classroom, adept at building high-performance groups,
utilizing technology to assess clients/students, analyzing and storing data, and tracking outcomes
Awareness of and compassion for diverse body of clients, promotes a culture of proactive improvement,
innovation, creativity and learning

Articulate presenter with strong written, verbal and interpersonal skills

Multilingual (English, Russian, Ukrainian, German)

Professional Experience:

Employment Counseling

2008 to Present State of NH DHHS NHEP /Southern NH Services, Manchester, NH

Employment Counselor Specialist

2007 to 2008 Workforce Investment Act/ Southern NH Services, Manchester, NH

Employment Counselor

Assessed and evaluated individuals' skills, aptitudes, work experience, education, personality traits,
cultural factors, language barriers, and degree of physical, social and emotional limitations

Evaluated, integrated and applied changing policies and procedures of NHEP and WIA to maximize
services to participants

Conducted intakes, orientations, applications, interviews, eligibility determination and ongoing case
management services for diverse population of Refugees, TANF, Dislocated and Food stamp customers

Administered, interpreted and scored standardized tests of NHEP and WIA participants to determine
their abilities and skills

Developed and maintained relationships with employers, training vendors, service providers,
educational institutions and community organizations to coordinate services to customers

Entered and maintained accurate and up-to-date data on all participants and program services using
New Heights, Bridges, Eteams (the computerized data management system), tracking individual

progress and compliance with the state and federal regulations and requirements

Conducted workshops on employment related topics (job search, interviewing, resume writing)



Irina Lopukhina von Becker
Professional Experience (continued):

Teaching

1994 - 2010 Private Tutor, Ukraine/USA

2003 - 2007 Substitute Teacher, Manchester School District, Manchester, NH

1996 - 2002 Instructor, Zaporizhzhya State University, Zaporizhzhya, Ukraine

1996 - 2002 Teacher, Zaporizhzhya Lyceum # 15, Zaporizhzhya, Ukraine

. Coordinated and presented training seminars to more than 100 university students and high-school
teachers

. Created and delivered courses in languages, social studies and history to university and high-school
students

. Performed research projects on Literature, History, Political Science , job/career counseling and
orientation ,

. Supervised 8 teachers and guided students, with proven ability to inspire individuals to work toward

‘ common goals and accomplish desired results
. Tutored individuals in English, Russian, Theory and Practice of Translatlon History and Literature

Interpreting

1992 - Present Interpreter/Translator, Zaporizhzhya, Kiev, Ukraine / Manchester, NH

. Provided Russian/Ukrainian/English interpreting and translation services in business, healthcare and
social service settings

. Collaborated with international development organizations

Education

1996 Zaporizhzhya State University Ukraine

Master of Education- English Language and Literature {Summa Cum Laude)

1994 Zaporizhzhya State University Ukraine
Bachelor of Education- History and Social Studies {Summa Cum Laude)

Certificates:

e Families and Addiction 2011

* Assertiveness - Skills for Managers and Supervisors 2007

¢ How to Handle Conflict and Confrontation 2007

e Business Grammar for Busy Professionals 2007

» State of New Hampshire Experienced Educator Certificate in History and Social Studies 2006

e Methods in Teaching English Language by British Council 2000



Marie Cappello

—_— e ——_—_——

SUMMARY OF QUALIFICATIONS

A workforce development professional with 30 years experience

Proven grant writer with positive outcomes of grants awarded

Strong ability to Organize, Prioritize, and Work Efficiently

Excellent Verbal, Written, Communication and Presentation Skills
Creative, Innovative, Energetic, Self-taught, Ability to Assimilate quickly

A strong coordinator who can bring a variety of resources together
Excellent supervisory skills in managing diverse and/or difficult populations

PROFESSIONAL WORK EXPERIENCE

Southern NH Services, Inc.
Manchester, NH 2010 - present

Field Support Manager (FSM)

As a supervisor for the NH Employment Program (NHEP), the State of NH's Welfare to Work Program,
The FSM is responsible for the oversight and supervision of teams of employment counselors in various
locations around the state. The FSM provides daily supervision to between 8-12 employees, conducting
annual performance reviews, monitoring reviews, compliance reviews for adherence to federal and state
policies governing the welfare to work program.

The FSM represents field operations and reports to the management authority at the state office acting as
liason and representative of both parties in essential communications between management and field
operations. The FSM works to ensure quality programming with the goal of meeting or exceeding the
federal performance standards of participation in the work program. The FSM will plan, prepare and
- conduct meetings for staff and other agency partners to ensure smooth operations and teamwork.

The FSM mediates all client complaints and attempts to resolve all conflicts among the involved parties to
everyone’s satisfaction while motivating both counselors and clients to successful outcomes.

Independent Consultant 2008 - 2010

Hired to write state tax credit grant application for Workforce Designs, Inc. and Elliot Hospital
Hired to review US Dept of Labor competitive national ARRA grants for workforce development

Rockingham Economic Development Corp.
Exeter, NH 03833 1996 - 2008

Executive Director

Managed a regional non-profit planning and lending corporation whose mission is to foster economic
growth & sound industrial development, through lending to small business and job creation for expanding
companies. Regional strategic planning, land development, assistance to municipalities are some of the
services available through the organization.



Managed and reported to a 10 member Board of Directors and provided oversight to all
aspects of the corporation from start-up to self -sufficiency. '
Supervised staff, providing annual performance reviews, staff training, and hiring

Developed a successful regional loan fund from start up to a fund totalling over $4,000,000
Organized and facilitated the Regional Strategic Economic Plan for Rockingham County
under federal guidelines set forth by the US Dept of Commerce.

Developed and financed the build out of a Corporate Park in Exeter, NH from donated raw
land into an 8 lot industrial subdivision creating over 500 new jobs in the region

Designed, planned and presented over 50 training events, workshops and forums as part of
the strategic planning process

Partnered with numerous federal and state agencies on grants, initiatives and lending

NH Job Training Council, Inc.
Concord, NH 03301 1989 —1996

Program Design/Contract Specialist/Quality Assurance

Designed customized training curriculums for corporate clients to include new hire training
programs, core skills training in manufacturing, professional, medical, trades and non-
traditional occupation areas;

Developed contracts for over 75 occupational training programs including the highly
successful Project Self-Start (an entrepreneurial training program);

Organized employer consortiums, analyzed labor market information and researched skill
and wage surveys;

Formulated and taught workshops on relevant topics;

Participated in the State of NH sponsored Business Visitation Program;

Performed monitoring of sub-grantees, including written reports;

Evaluated and provided oversight to Summer Youth Program operators.

EDUCATION AND PROFESSIONAL DEVELOPMENT

Merrimack College 1976
Bachelor of Science Degree Allied Health Sciences with a minor in Psychology

Economic Development Finance Certification Training
National Development Council

Completed ED 101 1997 Economic Development General
Completed ED 201 1998 Business Credit Analysis
Completed ED 301 1999 Real Estate Development

Workforce Skills Training 1994-1995

Achieving Extraordinary Customer Relations

Job Skills Task Analysis Training; Certified DACUM Facilitator
Training Evaluation Methods

Monitoring and Oversight: Tools and Techniques.



Judith Epstein

11/11-
Present

11/09-
11/11

10/96-
11/09

*

HIGHLIGHTS

Over 20 years working with welfare recipients, 16 with New Hampshire
Employment Program (NHEP)

Excellent interpersonal, organization, decision-making and communication
skills

Strong Motivational Interviewing and Mediation skills

Participates as strong member of various workplace and community teams
Works effectively and develops relationships with diverse populations

EMPLOYMENT HISTORY

New Hampshire Employment Program (NHEP) Field Support Manager
Southern NH Services Manchester NH

L4
L4

L4

Trains and supports staff and ensures compliance with policies and procedures
Reviews caseload information and actions and provides corrective action
plans as needed

Acts as a liaison between field staff and other State divisions for child care,
billing and computer issues '

Provides information to and from Welfare to Work Bureau Chief and SNHS
NHEP Administrator and NHEP Employment Counselor Specialists

Prepares and conducts performance reviews for Employment Counselor
Specialists

Researches and presents workshops to field staff at statewide trainings

Statewide Workplace Success Program Manager
Southern NH Services ' Manchester NH

L4

Provided oversight to 22 professional staff in 12 locations throughout New
Hampshire

Established and monitored Workplace Success Program (WPS) policies and
procedures :

Coordinated program activities and processes with NHEP staff & Division of
Family Assistance (DFA) Management

Ensured effective program operations and achievement of planned WPS
objectives and goals

Employment Counselor Specialist
NH Job Training Council (Concord NH) &
Southern NH Services(Manchester NH)

*
¢

14

Provided case management services for welfare recipients

Assisted clients in barrier resolution, job search and career exploration
activities

Made referrals to appropriate community agencies

Developed Employment Plans with the goal of financial independence




Judith Epstein | Page 2

10/92-
10/96

09/90-
06/92

06/89-
03/90

08/78-
06/35

8/2010-
Present

1/2003-
Present

Case Counselor/ABE Instructor .
NH Job Training Council Concord NH

- & Assisted welfare recipients in exploring educational, training and employment

options via group and individual instruction

¢ Administered and interpreted assessment tools

+ Identified barriers to employment; worked with clients on barrier resolution
and job readiness

¢ Provided remedial instruction for GED and college preparation

Tutorial Program Coordinator

Seafield Pines Hospital Keene NH
¢ Tutored all school subjects

¢ Supervised tutorial staff of 5 teachers and aids

¢ Led lectures/discussions on topics related to addiction

Program Specialist
Work Options Network Alstead NH

¢ Worked with 16 — 21 year old high school drop-outs in the areas of pre-
employment/work maturity, personal skills, vocational training and remedial
work to pass the GED exam

¢ Developed curriculum and led group meetings

Teacher of English _
Fall Mountain Regional High School SAU # 60 Langdon NH

COMMUNITY iNVOLVEMENT

Community Building Committee Chair and Harrisville NH
Organizing Committee Member

Harrisville 2020 Visioning Conference

Town of Harrisville

Parent and Youth Mediator Keene NH
Cheshire Mediation

PROFESSIONAL DEVELOPMENT/EDUCATION

Roundtable Mediation Bedford NH
NH Certified Family Mediation Training

Cheshire Mediation Keene NH
Basic & Intermediate Mediation Training

University of Hartford West Hartford CT
BA, Secondary Education/English
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Summary of Qualifications:

e Excellent written and verbal communications skills

e Proficient in Microsoft Word, Excel, PowerPoint, Internet and Email

e Demonstrated ability to maintain confidentiality and professionalism

e Bachelors Degree in Communications

e Able to work both independently and as an effective team player

e Strong organizational skills and ability to multi-task in a fast pace environment

Experience:
2011-Present

Welfare to Work Program Assistant Southern New Hampshire Services, Inc., Manchester, NH

¢ Design and update local and statewide reports in accordance with contractual guidelines at the

start of each State Fiscal Year

e Collect and review local reports from 12 program sites

e Compile and distribute weekly and monthly statewide program reports

e Compile statewide expense reports

e Maintain, revise and distribute program policies and procedure manuals

e Train and support staff in regards to program reports

o Facilitate the purchase of program equipment and office supplies and maintain related records

e Process and track payments for interpreting services

e Maintain and distribute staff contact list

e Provide switchboard coverage as requested

WIC Clinic Technician Southern New Hampshire Services, Inc., Manchester, NH 2010-2011
e Performed and completed required client intake
e Verified client eligibility
e [Issued benefits to recipients

Families@Work Report Assistant Southern New Hampshire Services, Inc., Manchester, NH 2010
e Reviewed, compiled and distributed weekly and monthly statewide program reports

e Compiled monthly financial reports
e Processed financial support services :
e Maintained client files and entered client information into database
e Provided switchboard coverage as requested
. Commercial Loan Documentation Specialist III 'TD Bank, Manchester, NH 2002-2009

e Promoted from Collateral Control Unit Specialist within two years

e Entered customer data in the loan documentation system

e Created loan documentation: promissory notes, mortgages, assignments, and other related
collateral security documents

e Completed credit reference verifications for commercial customers

e Pulled credit bureau and Dun and Bradstreet reports

e Tracked flood insurance requirements for commercial loans secured by property

e Completed and maintained UCC continuations

e Created and maintained the upkeep of customer files, including filing and paid loan processing



Copy Center and Mailroom Clerk 1KON Ottice Solutions, Manchester, NH 19yy-2uu1
e Sorted mail and delivered faxes
e Copied and documented files
¢ Conducted routine deliveries to various courthouses and law firms
¢ Deposited banking funds
e Stocked and ordered supplies
e Prepared conference room set-ups

Education:

Graduate Certificate: Forensic Criminology ~ University of Massachusetts, Lowell, MA
Bachelors of Art: Communications Southern New Hampshire University, Manchester, NH



FRANCES QUINN

SUMMARY OF QUALIFICATIONS

e 20 years staff supervision, staff hiring, staff evaluations, and conflict resolution.

e Program management experience includes reading proposals, writing contracts; grant writing,
accurate collection of data, and tracking program delivery to ensure compliance with federal
guidelines.

e Ability to effectively assess individual’s strengths and needs for development of

. realistic career plans.

e Strong team player that brings commitment, motivation, and understanding to the

team.

PROFESSIONAL EXPERIENCE

Management Skills:

e Supervised staff, reviewed paperwork, contract signatory authority, and provided
technical assistance to vendors. -

e (Chaired proposal committees and complied scoring for funding purposes.

e Consistently assisted staff in obtaining program performance goals.
Communication Skills:

e Developed strong and positive relationships with local community based agencies
such as: Vocational Rehabilitation, Employment Security, and WIA
Trained staff on paperwork, policies and procedures, and performance standards.

* Attended conferences and workshops to enhance knowledge of separate funding
sources requirements, and additional teaching techniques.
Case Management Skills:

e Conduct staff supervision, yearly evaluations, and implement NHEP policies and
procedures.
Computer Skills:

e  Working knowledge of Microsoft Office, Internet & Outlook.

e Trained on New Heights, Bridges, and E-Teams.

EMPLOYMENT HISTORY
Southern New Hampshire Services, Inc.
Manchester, NH 03108 2003 - present
Field Operations Manager 2011 - present

Conducts Statewide staff monitoring of all aspects of Precision Case Management to
guarantee Quality Assurance. Responsible for updating revisions to the PCM manual and
alerting the field to these changes. Reviews staff statistic information to determine
performance measures. Responsible for researching and writing Fair Hearing requests.



Sends monthly and mid month rate information to staff. Responsible for monthly
administrative reports and bi-weekly payroll approval.

Field Support Manager 2006-2011 -

Supervise Staff that administers the New Hampshire Employment Program at designated
District Offices. Responsibilities include staff evaluations, team performances,
administering of policies and procedures, and continual training of staff. Administrative
duties include staff supervision, any corrective actions, and an accurate bi-weekly
approval of staff payroll.

New Hampshire Employment Program Counselor 2003-2006
Responsible for a case load to place clients in training and or employment activities to
become self sufficient

Jobs for New Hampshire’s Graduates
Manchester, NH 03101 , July 2000 — July 2003

Program Manager

Responsibilities included supervision of staff and data collection to meet federal
guidelines. Helped conduct National Jobs for American Graduates audits. Assisted with
the request for proposal funding process. "

New Hampshire Job Training Council
Concord, NH 03301 April 1985 — July 2000

Regional Youth Coordinator

Duties included staff supervision, proposal reading, contract writing, and supervision of
Summer Youth programs in the state. Resolved any corrective actions noted from field
monitoring visits.

EDUCATION & TRAINING

Bachelor of Education ,
Keene State College : 1972

Certified CASAS Trainer — Workforce Development
Meyers/Briggs Learning Styles — Workforce Development
Motivational Interview Techniques — State of NH
Supervision Training — State of NH



Jennifer Buteau

PROFESSIONAL EXPERIENCE

May 2012 - present Tri-County Community Action Program, Berlin, NH
Community Job Specialist

e Coordinated meaningful work experiences (WEPs) through creating and matching volunteer opportunities
to individuals receiving FANF in an effort to increase their likelihood of acquiring gainful employment.

e  Worked closely and effectively with NHEP teams in both the Berlin and Littleton District Offices to
oversee appropriateness of placement with career path and intervene when issues / potential conflict arise.
Provided job coaching and reinforcement to clients.

2005- 2012 Northern Human Services, Berlin, NH
Case Manager

e  Through community based services, assisted people with a major mental illness manage their social,
emotional, housing, financial, legal, vocational and medical needs through assessment, coordinating
services, advocacy, crisis intervention, referrals, service monitoring and outreach.

e Facilitated evidence based practice group, “Illness, Management and Recovery.” This site was awarded
highest fidelity in state with this pilot group. :

e Carried a niche caseload of clients who historically were unsuccessful of engaging in traditional treatment
by effectively employing interventions based on evidence based practices specific to the individuals.

2000 - 2005 The Wentworth, ] ackson, NH
Director of Sales, 2002-2005
Dining Room Manager 2000-2002

s  QOversaw the execution of successful, quality events by effective coordination and supervision of multiple
departments. Developed marketing strategies to brand hotel as an elegant country inn and premiere venue
for luxurious weddings and upscale corporate retreats. _

e Hired, trained and managed all dining room, event and bar staff. Developed and implemented appropriate
training procedures to acquire and maintain prestigious four diamond status restaurant.

* Responsible for controlling labor and costs while providing exceptional product and outstanding customer
service .

e Exceeded aggressive budgeted revenues across all categories every year while achieving many record
months and years. '

1998 - 2000 Center of Hope, Conway, NH
Support Facilitator IT

e  Mentored direct care staff. Handled crisis situations. Supervised and supported staff in a residential
behavioral nit while providing direct support. Created schedules. Assisted in developing and
implementing behavior change plans. Responsible for accounts payable and receivable, invoices and
purchasing. Interfaced with community agencies and individuals on behalf of clients.

1994 — 1998 Rivier College, Student Life and Housing Vice President, Nashua, NH
Office Assistant

e  Provided conflict mediation for residents, meeting and event planning, managed database, reviewed / filed
documents

— Continued —



Jennifer Buteau
Page 2

SUMMARY OF QUALIFICATIONS

Active listener with excellent interpersonal skills

Well versed in always providing exemplary customer service

Motivated and reliable employee. Dependable and prompt

Strong and proven sales and marketing background

Ability to lead and motivate team members

Self starter and quick learner

Expert advocacy, communication and case planning skills

Effective leadership and managerial experiences

Ability to multi-task, be versatile and deal with crisis situations while maintaining excellent time-

management skills and professionalism

s Creative and innovative with a track record of designing and implementing programs where there is a need,
such as the Holiday Shoppe, Social Skills Group, Team Building Sessions, Boundaries Trainings, etc

e Sensitivity to and clinical experience with people struggling with addiction, mental health issues, poverty,
diversity, cognitive impairments, or otherwise marginalized individuals

e In-depth knowledge and clinical use of Motivational Interviewing and Dialectical Behavior Therapy

EDUCATION

B.A., Psychology, Rivier College, Berlin, NH, 1998

Seminars: Motivational Interviewing Dialectical Behavior Therapy

Supported Employment Assertive Community Treatment

Illness Management and Recovery Social Role Valorization



Elizabeth J. Corell

Objective: To secure a mid-level position with a progressive, well-administered
organization that assists in creating positive change in the lives of NH people with less
opportunity.

Employment History:
Community Action Program Belknap-Merrimack Counties, Inc.; Community Job
Specialist, January 2007 to present.

¢ Developed rapport with clients to assess skills and interests toward gaining
workplace experience through successful intern opportunities, with many
leading directly to employment.

e Established numerous new intern sites at non-profit organizations,
businesses and public sector offices and developed positive working
relationships with current placements.

e Worked with NHEP case managers and Workplace Success facilitator to
match client needs and skill levels with appropriate Work Experience
Program (WEP).

¢ Successfully established On the Job Training (OJT) contracts with
numerous businesses leading to long- term employment.

NH Commission on the Status of Women; Editorial Consultant, “Guide to Getting
Appointed to State Boards and Commissions”, 2006.
e Researched document for accuracy by coordinating with government
appointing authority.
e Edited document to present clear, user-friendly message.

Beech Street School, Manchester; Home-School Coordinator, 1998-2002.
e Created no-cost literacy program for low-income population using local
contacts. '
e Established good relations with teachers and administration.
e Trained parent leaders for school volunteer efforts.
e Gained practical experience working with minority and low-income
population.

UNH Cooperative Extension — Manchester; Youth Opportunities Unlimited Program
Coordinator, 1994 — 1997.

¢ Presented research-based program to potential community partners.

¢ ldentified well-established community organization to administer program
and assisted with the transition.

e Supervised and evaluated staff to achieve measurable program goals.

e Promoted program by presenting an accurate, objective message through
educational videotape.



NH Department of Agriculture; Director, Division of Agrlcultural Development,
1979 — 1992.

o Testified before legislature on policy issues.

e Developed, planned and carried out annual 3-day educational, indoor fair
event for the farmer and consumer audience.

e Collaborated with commodity groups on specialized promotional events.

e Communicated regularly with the print and broadcast media to present
comprehensive information.

o Expanded marketing program through innovative matching grant initiatives.

e Supervised staff to produce weekly publication.

e Answered multiple written and phone queries from constituents and
consumers.

Central NH Regional Planning Commission; Planner, 1976 — 1979.
o Facilitated master plan process with committee of townspeople and
community leaders.
e Prepared presentations on researched topics, introducing new planning
ideas.

Education:
Bachelor of Science Degree, Natural Resources with emphasis on land use planning;
University of Massachusetts, Amherst, MA, 1976.

Boards éndvAffiIiations:
Concord Feminist Health Center; Board member, 2009 - present.

Farm Viability Task Force; Governor appointment, 2005 - 2006.

NH Commission on the Status of Women; Governor appointment, 1998 — 2004.
‘For Manchester’ Leadership Committee; Committee member, 1997 - 1998.
Leadership New Hampshire; Associate, 1996.

New Hampshire Women's Lobby; Board member and Chair, 1989 — 1995.

Hillsboro County Cooperative Extension Advisory Council; Board member, 1993 — 1994.

NH Breast Cancer Coalition; Founding member, 1992 — 1993.

Bedford Planning Board; Elected, 1986 — 1988.



Gwen L. Erley

Experience
Community Action Partnership of Strafford County Rochester, NH
Community Job Specialist — Workplace Success Program 2006 to Present

e Promoted and developed volunteer and On-the-Job Training opportunities in Strafford
County for TANF recipients preparing to re-enter the workforce through the Workplace
Success Program

e Maintained aggressive marketing program for area non-profit agencies and businesses,
contacting by phone, letter, email, on-site visits and group presentations

e As of FYE 6/30/12: Maintained 221 volunteer sites with 446 positions; Achieved over 50%
successful outcomes for my clients; developed 14 new volunteer sites

e Conducted weekly orientation of volunteers and match them to their sites based on logistical
needs and career goals

e Communicated weekly with NHEP team, community partners and agencies regarding client
progress and conriect clients with area resources

e Provided management, direction, advice and coaching for to up to 70 volunteers

e Acted as liaison between volunteers, their sites, NH Employment Program, Community
Action and NH Dept. of Health and Human Services

e (ffice liaison for equipment and communications needs; ongoing supply management

e Set up Excel tracking reports to follow all volunteers until fully employed or leave the program

o As of 7/31/12: Developed 24 On-The-Job Training contracts resulting in over 74K in
employer incentives for the volunteers they hired

o Proficient in Microsoft Office Suite (Word, Excel, Publisher, PowerPoint & Access), New
Heights (DHHS database) & CSST (Community Action database)

Erley Solutions Barrington, NH
Proprietor/Owner 2005 to 2011

e Set up organizing business specializing in home office and residential organization

e Provided emergency secretarial and notary services for individuals, business and
government, including complete file reorganization for local realty company

e Updated and maintained catalog of organizing products

e Enhanced organizing skills through extensive reading, research and networking

« Completed bookkeeping program.and QuickBooks training

o Member of NAPO (National Association of Professional Organizers) 2005-2010



Gwen L. Erley e Barrington, NH 03825

(Continued) L e erleyg@yahoo.com
City of Somersworth Somersworth, NH
Human Services Director 1999 to 2005

e Administered all aspects of welfare assistance (emergency and on-going) and provided
referrals to other agencies

* Interviewed applicants, entered information on specialized database, reviewed all budget
items and rendered assistance in accordance with City Guidelines and NH RSA 165

¢ Negotiated with and paid vendors based on a voucher system

e Set up repayment plans and/or Workfare for applicants; sought reimbursements from state
agencies, Medicaid and insurance settlements

¢ Prepared monthly budget reports and comprehensive summary for the City's annual report
¢ Managed annual budget in excess of 200K

Awards & Certificates

NH Community Action Association (Statewide):
11/5/10-Highest % of WEP Placements
11/5/10-Largest Increase in WEP Slots Filled
12/4/09-Largest Increase in WEP Slots Filled
12/4/09-Largest Number of CJS-Developed OJTs

Professional Credentials

Notary Public 1991-Present

National Association of Professional Organizers Member 2005-2010

Charter Member and Treasurer of seacoast organizers group 2005

Board Member and Secretary of NH Welfare Administrators Assoc. 2002-2005

Vice-Chair, Board of Directors, Strafford County Community Action 2000-2006

Justice of the Peace 1997-2002

Past President, Seacoast Insurance Women, Licenses in Life, Accident and Health Insurance

Education

Michigan State University E. Lansing, MI
BA Anthropology

Bachelor of Arts in Anthropology with Honors

Certificate in Asian Studies

Independent, accredited studies in Archaeology; cataloged artifacts at MSU museum

Golden Key National Honor Society

Peace Corps, Fiji Islands, Secondary Science Education

Wayne State University Detroit, Ml
Transferred to MSU

Undergraduate Studies in Psychology and Linguistics

Lettered in Fencing



Rebecca B. Holland

Professional Human Services Administrator

Professional human services administrator skilled in project management, financial
management, public relations, customer service and product development with excellent
communication skills, organization and innovative problem-solving expertise.

Professional Summary

2011-Present Southwestern Community Services
Community Job Specialist
Assisted FANF recipients in securing meaningful volunteer work to support employment goals and
educational goals. Developed specific Work Experience (WEP) sites to ensure participants’ skills are
further developed. Worked with nonprofit agencies and businesses to develop on the job training
assistance for the employee and employer to become a paid employee. Mdintained paperwork to
follow programmatic and federal guidelines for each participant and volunteer job site. :

2010-2011 Southwestern Community Services Keene, NH
' Program Director

Responsible for developing outreach sites in Cheshire and Sullivan Counties to promote SCS
programs to low and moderate income individuals. Interfaced with Town Officials to identify and
secure individuals who may qualify for services. Developed 20 community sites to allow for easier
access to services.

2005-2010 Southwestern Community Services Keene, NH
1994-2005 NFI North Incorporated Keene, NH
Program Director

Oversaw three community based state-wide programs that provide support for youth and families that
were court involved due to abuse/neglect issues. Supervised a staff of 35 statewide. Assigned case
loads, provided supervision and coordinated visits with children and families. Assured court ordered
treatment goals were being met and provided support to DCYF in reporting of visits and monitoring
safety of children Maintained budgets and followed State Statutes for certification. Offered client
counseling related to employment assessment and job readiness. Hired and terminated staff as needed.




1993-1994 Monadnock Developmental Services
Individual Service Options Coordinator

Responsible for staffing six homes that were owned by adults with disabilities. Coordinated staff and
day programs to assure State standards were followed. Participated in ISP development, found
employment for individuals and monitored all community based activities that led to a better quality of

life.

1987-1993 SCS/New Hope New Horizons
Job Developer

Located and marketed local employment opportunities for adults with developmental disabilities.
Responsible for training the Job Coach to ensure the success of individual placements. Assisted

clients with locating other outside activities in their communities.

Education
Keene State College Bachelor of Arts/Psychology
Keene State College Associates in Alcohol Studies
RTT Associates Domestic Abuse Training
RTT Associates Sexual Abuse Training
Affiliations

Member Governor’s Committee on Domestic Violence

Keene, NH

Keene, NH

1985
1985
2007

2007

2008



Patricia Leavitt
- T

Profile

Able to handle challenges, with proven history of increased productivity. Commits to quality
customer service. Confident, articulate, seasoned professional with exceptional speaking
abilities. Consistent record of forging strong professional relationships with staff, faculty

and community resources. Dynamic, results-oriented problem solver.

Selected Achievements

% 3 years +, Highest New Hampshire Job Placement Rate for clients exiting the Workplace Success
Program; Job Placement Rates significantly increased with innovative strategies and fresh ideas.

< Established relationships of trust with clients and host work sites to ensure highest levels of
clientele satisfaction and retention. o .

% Elevated standards of quality by establishing planned activities and strong community linkages.

% Spearheaded and coordinated a project for all of Maine’s Job Corps Centers to be able to issue
high schoo! diplomas through the Maine Department of Education.

Experience

Aug. 2007-Current Work Skills Training Facilitator & Community Job Specialist,
Tri-County Community Action Program, Inc., Tamworth, NH
Develop Work Experience (WEP) Host Sites; Actively Engage
Employers/Host sites; Monitor Client Progress; Interview Skills Trainer;
Accountability Reports; Employment Barrier Assessments and Resolution;
Presentation (large groups & one-on-one); Evaluate Client Needs;
Classroom Instruction; Employment Retention Education; On the Job
Training (OJT) Development; Client Based Community Service Project
Development and Implementation.

Nov. 2005-Current Proprietor/ Operator, Brain Squalls,
Moultonborough, NH
Assess Market Opportunities; Create, Produce and Promote
Merchandise/Artwork.

July 2006-June 2007  Health & Insurance Representative, Fidelity Investments,
Merrimack, NH
Review Health and Insurance Needs; Educate Clients on Benefits,
Eligibility, COBRA, HIPAA, Retirement; Troubleshoot/Resolve Questions
And Concerns; Provide Quality Customer Service.

Aug. 2004-Oct. 2005 Admissions Representative, Hesser College, Manchester, NH
Admissions Representative, Mountain West College, Salt Lake City, UT

Recruitment; Interview; Staff Training; Accountability Reports;
Assessments (staff & clientele); Marketing; Advertising; Building Strong
Community Linkages; Tours; Presentations (large groups & one-on-one);
Evaluating Applications; Assisting with Special Projects and Programs.




Patricia Leavitt

* Moultonborough, NH 03254 * 770 * pleavitt@tccap.org

May 2000-2004 Proprietor/Operator, Island Epiphany,
Harpswell, ME

Assess Market Opportunities; Create; Develop; Produce And
Market Merchandise To Local Retail Establishments.

1994-2002 Admissions Representative and Placement Field Coordinator, Job Corps,
UT, NH and ME
Responsibilities Included: Managing A Territory Of Prospective
Students Through Activities Such As High School Visits & Presentations;
Meetings With Guidance Counselors; Public Speaking; Marketing;
Building Strong Community Linkages; Organizing And Running
Education Trade Shows, College And Career Fairs; Maintaining An
Aggressive Campaign Of Written And Telephone Communication With
Prospective Students And Parents; Interviewing And Evaluating
Applications For Admission; Assisting With Special Projects And
Programs.

1993-1994 Family Service/ Advocate Worker, Head Start,
UT and ME
Needs Assessments and Support of Enrolled Families; Develop
Linkages with Families and Community Resources; Intervention
Strategies of Families in Crisis and Coordinate Social Service Activities
with Resource Providers.

Computer Skills

< MS Office, Excel, New Heights, Campus 2000 (Proficient)

Education
1985-1988 University of Maine, Farmington/Augusta
1979-1980 Wells College, Aurora, NY
Activities

o
L]

Board Member of Maine Youth Council 2000-2002
Board Member of Utahns’ Against Hunger 1993-1994
BBB Consumer Advocate 1982-1983

ESL and Literacy Teacher
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VICTORIA MCIVER

PROFESSIONAL EXPERIENCE

2009-Present

2005-Present

2001-2009

2000-2009

2001-2002

Southern New Hampshire Services — Workplace Success Nashua, NH

Community Job Specialist

Coordinated Work Experience Program (WEP) opportunities for persons
receiving cash assistance though the FANF program

Monitored clients and verify weekly attendance for NHEP

Liaised with area agencies and businesses to develop new volunteer
opportunities

Advocated for all Community Action Programs within Southern New
Hampshire Services

Adult Learning Center at Milford High School Milford, NH

GED Instructor

Provided multi-level instruction to individuals in order to prepare them
for the GED exam

Adult Learning Center Nashua, NH

ABE/GED Instructor

Provided multi-level instruction to clients receiving TANF in order to
prepare them for the GED exam

American Sign Language Instructor, Levels I - III

Developed curricula

Networks, Inc. Nashua, NH

Employment Placement Coordinator

Networked with area agencies and businesses to provide employment
opportunities to persons with disabilities

Provided job placement and job retention support to persons with
disabilities



Victoria Mclver

Page 2
1999-2000 "~ Reading Area Community College Reading, PA
American Sign Language Instructor
e Developed Interpreter Training program
e Wrote curricula for ASL classes, levels I - IV
e Taught ASL, Level I
1993-2000 Berks Deaf and Hard of Hearing Services Reading, PA

Programs and Services Coordinator/Staff Interpreter
e Coordinated all interpreting requests for Berks County, PA
e Managed one other staff interpreter and fifteen contract interpreters
e Billed all interpreting invoices
e Acted as liaison between Deaf, Hearing and Business communities
e Developed, marketed, and conducted workshops
e Provided customer service support for walk-ins

e Wrote and published monthly newsletter

EDUCATION AND SKILLS
Computer Literate:

¢ Microsoft Word

e Excel

e Adobe Pagemaker

1972-1977 Roberts Wesleyan College Rochester, NY

B.A. English and Elementary Education

AWARDS RECEIVED

1981 Maine Sate “Adult Educator of the Year”



Elizabeth Valenzuela

PROFESSIONAL EXPERIENCE

Statewide On-The-job Training Specialist / NH Employment Program, 08/2012-current
Southern New Hampshire Services—Manchester, NH

Identified hiring needs of employers throughout the State of New Hampshire while marketing NH Employment
Program On-the-Job Training {(OJT) activities that provide employer incentive to hire program participants
Developed connections with companies statewide based on local labor market conditions and foster relationships
with employers so that adult members of low-income families obtain full time employment

Collaborated with Workplace Success Program staff and Employment Counselors to identify participant career
interests, review skills assessments, discuss barriers and core job search activities so that participants can transition
seamlessly into a job via an OJT or Work Experience Program (WEP} job opportunity

Marketed the mission of the New Hampshire Employment Program to program participants as well as to employers
to foster economic self-sufficiency and competitive employment for individuals receiving public assistance

WorkFirst Employment Counselor, 08/2009-08/2012
Pine Street Inn, IMPACT Employment Services—Boston, MA

Actively worked among team of three in spearheading a pilot program, WorkFirst, designed to demonstrate the
value of introducing employment and job training to 140 newly housed, formerly chronically homeless, men and
women of Boston early on in the transition stages

Exceeded Workfirst membership / enrollment goals within the first month of final year of program

Placed 75% of clients in permanent or transitional job settings '

80% of clients on caseload enrolled or completed a job training, certificate or post-secondary educational program
Successfully engaged 129 members in WorkFirst program’s features/services both on-site and through outreach
efforts in the community

Voluntarily participated as a member of IMPACT job development team in an effort to increase job placements for
clients served agency-wide

Utilized harm-reduction methods and principles such as motivational interviewing to engage and counsel clients
who identify with any of the Five Stages of Vocational Change

Facilitated workshops covering all areas of job readiness and review practical interviewing methods

Served as lead facilitator for employment workshops in a women’s recovery program tailoring discussion groups
based upon participant barriers, skill level, and desired job industry

Collaborated with housing programs and case managers in an effort to support clients in transition from
homelessness to housing; apply a holistic approach towards self sufficiency through use of wrap-around services

Transitions Youth Counselor, Projects With Industries (PWI), Boston Public Schools, 08/2008-08/2009
Easter Seals Massachusetts Employment and Training—Boston, MA

Assumed role and responsibilities of Youth Transitions Counselor for PWI program serving youth in special education
or alternative (high-risk) programs within 8 of the Boston Public High Schools

Worked closely with Special Education Departments to identify candidates for School-to-Work program

Networked with local area businesses to develop partnerships; honored employers who have partnered with Easter
Seals and hired individuals by hosting ceremonial and recognition events

Successfully promoted mission of Easter Seals while also informing businesses of benefits/incentives to hiring
individuals with disabilities _

Educated Boston Public School special education students on all aspects of school to life transition planning
Exceeded all placement goals set by PWi grant standards



Employment Specialist/Vocational Evaluator, 12/2006-8/2008
Easter Seals Massachusetts Employment and Training—Boston, MA

Provided comprehensive workplace readiness services to unemployed individuals with disabilities; ensured job and
training placement tailored to individual skills and support needs

Effectively performed vocational evaluations for clients referred from state vocational rehabilitation agencies using
standardized aptitude testing materials and scoring methods

Conducted intake assessments; analyzed results of VOC evaluations based upon career interests and skills;
researched appropriate job matches

Utilized assistive technology computer programs and/or devices for individuals with visual or hearing impairments
Developed job placements in communities of Boston and developed collaborative relationships with employers in
order to identify and ensure an appropriate job match

Provided ongoing follow up job retention support

Career Resource Specialist, 05/2004-12/2006
Work Opportunities Unlimited—Woburn, MA

Successfully delivered individualized privately funded career services and workforce preparation training to adults
and students with disabilities within the Greater Boston Area

Developed jobs in the competitive job market for adults and youth throughout communities and schools of
geographical area spanning 100 miles '

Delivered unique services to employers such as trial period work assessments, job match analyses/job discrepancy
analyses, and job retention supports; created long-lasting relationships; exceeded projected job placement rates for
the company as a whole

Collaborated with schools and state agencies promoting use of student-centered career planning which involved
active participation in their own career planning and job search

Organized Transitional Forums designed to introduce services available to students in the Turning 22 program and
help create a seamless transition into the workforce

Given a Success at Work achievement awarded by founder of the organization for accomplishing professional
development goals in 2006 and designing creative job placements in the community for students in special
education programs

EDUCATION

Wheelock School of Social Work — Boston, MA
Completed 20 credits towards Master’s Degree Program, 2008-2009

College of Charleston—Charleston, SC _
Bachelor of Science in Sociology, December 2001

PROFESSIONAL DEVELOPMENT AND TRAINING

Three year member of Massachusetts Commonwealth Workforce Coalition

Job Development Technique and Applied Practice

Harm Reduction Principles

Trauma Informed Care

Motivational Interviewing; Applied Motivational Iinterviewing

NARCAN Training: Opiate Overdose Prevention & Recognition / Overdose Rescue, Application of Narcan
Non-Violent Crisis Intervention, Crisis Prevention Institute



SOUTHERN NEW HAMPSHIRE SERVICES, INC.
PO Box 5040, Manchester, NH 03108 - (603)668-8010
The Community Action Agency for Hillsborough and Rockingham Counties

BOARD OF DIRECTORS ~ SEPTEMBER 2012

NH State Senator

Work: 271-2117

Hispanic/Latino Community Services

Work: 668-5100 Nancy Guthrie

Peter Ramsey Term: 9/12-9/15

Sarah Jacobs
Term: 9/11-9/14
NH State Representative

Hillsborough-District 08

Southern NH University
Janet Allard

Work: (603)314-7965 Term: 9/11-9/14

Constance J. Erickson, Treasurer

Dolores Bellavance, Vice-Chairman
Representing Shirley Santerre Term: 9/12-9/15
{Clerk of Ward 4 Nashua)

Work: 595-1925 United Way, Nashua

Arthur T. Craffey, Jr.

Shirley Pelletier
Term: 6/12-9/14

Wayne R. Johnson
Term: 9/12-9/15

National Association for the
Advancement of Colored People

Renresenting Towns
Richard Delay, Sr., Chairman

Greenfield Town Moderator
Term: 9/12-9/15

Work: 357-9806 Jennifer O'Nell

Term: 9/11-9/13
NH Grocers Association

Martha Verville
Term: 9/10-9/13

Alderman, City of Nashua

* Vacant Position

Linda 7. Foster

Representing Howard Brown Mary M. Moriarty, Secretary
(Secretary, Souhegan Cooperative Term: 9/12-9/15
School Board)

¥ Vacant Position

St. John Neumann Church

Representing Rockingham County
Thomas Melissner
Term: 9/11-9/14

NH State Representative
Rockingham-District 13
Jill MeLaughiin

Representing Denise Neale Dan McKenna
(Town Clerk/Derry, NH) Term: 12/11-9/14

Work: 432-6753

Representing Mark Buttaro
(Committee Chair, Troup 402
Boys Scouts of America/ Derry, NH)

Public Sector Private Sector Low-Income Sector HS Policy Council
Representing Manchester Representing Manchester Reoresenting Manchester Julie Stokes
Lou D'Allesandro German J. Ortiz James Brown Term: 12/11-12/13
Term: 9/12-9/15 Term: 9/12-9/15




State of Netw Hampshire
Bepartnent of State

CERTIFICATE

I, William M. Gardner, Secretary of State of the State of New Hampshire, do ‘}iereby
certify that SOUTHERN NEW HAMPSHIRE SERVICES INC. is a New Hampsﬁire
nonprofit corporation formed May 28, 1965. [ further certify that it is in good standing as

far as this office is concemned, having filed the réturn(s) and paid the fees required by law.

In TESTIMONY WHEREOF, I hereta
set my hand and cause to be affixed
the Seal of the State of New Hampshire,
this 1% day of April A.D. 2013 '

William M. Gardner
Secretary of State
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ACORD CERTIFICATE OF LIABILITY INSURANCE 111/2013

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to
the terms :and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the
cerlificate holder in Ifeu of such endorsement(s).

PRODUGER SUEACT Raraen Shaughnessy

FIAI/Cross Ins-Manchesterxr PHONE _ (603) 669-3218 _ Fie“& Nej; 1603)645-4331

1100 Elm Streeat . | SD0HEss: kshaughnessy@crossagency. com

o _ 4 __INSURER(S) AFFORDING COVERAGE __Naics

Manchester NH 03101 msurer A :Philadelphia Ins Co

INSURED- . wsurer 8 MEMIC Indemnity Company . 11030

Southern NH Services WSURER € £

P.O. Box 5040 INSURER D £
B L INSURER E R

‘Manchester NH 03108 INSURER F 3

COVERAGES CERTIFICATE NUMBER:12+13 All lines | REVISION NUMBER‘ ) )
THIS IS TO CERTIFY. THAT THE POLICIES OF INSURANCE LISTED BELOW:HAVE BEEN. ]SSUEU To THE INSURED NAMED ABOVE FOR THE POUCYPER!OU
INDICATED. NOTWITHSTANDING ANY ‘REGUIREMENT; TERM OR CONDITION. oF ANY C chf OR. GTHER MENT WITH' RESPEGT TO WHICH THIS
Q_ERT(EICATE MAY: BE ISSUED OR. MAY PERTNM THE INSURANCE, A “TH :

. EXCLUSIONS AND:CONDITIONS: OFF SUCH! HIMITS SHOWN )
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- on:

DESCRIPTION OF OPERATIONS / LOGATIONS § VEHICLES' {Atfach ACORD 104, Additionai Remarks Schedule, i more space Is required)
Rafer to policy for exclusionary endorsements and spacial provis:.ons v

_CERTIFIGATE HOLDER CANCELLATION

SHOULD ANY-OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE 'EXPIRATION DATE THEREOF, NOTICE WILL BE .DELIVERED IN
. ACCORDANCE WITH THE POLICY PROVISIONS.

NH Dept of Health & Human Services i ’

Division of Family Assistance

129 Pleasant Street

Concord, NH (03301-3857

AUTHORIZED REPRESENTATIVE

Laura Perrin/JSC \-%M P4 M

ACORD 25 (2010/05) ® 1988-2010 ACORD CORPORATION. Alirights reserved.
INS025 r2n1npasi ne Tha ACORN nama and lann ara ranictarad marke nf ACORND




IMPORTANT

if the certificate holder is an ADDITIONAL INSURED, the policy(ies) must- be .endorsed. A statement
on this certificate does not confer rights to the certificate holder-in fieu-of such endorsement(s).

if SUBROGATION 1S WAIVED, subject to the terms and conditions of the policy; certain policies may
require an endorsement. A statement on this certificate does not confer rights to the cerfificate
holder in lieu of such endorsement(s).
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