

Karen 
      
Email: Karen.315208@2freemail.com 
OBJECTIVE:  My goal is to obtain a position that offers a challenge and accountability while servicing the public.
EDUCATION
Cheyney University, Cheyney, Pennsylvania

B.S., Business Administration, 1981

· Maryland Department of Public Safety & Correctional Services Academy, 8/2008

· Virginia Department of Public Safety Academy, 9/2006

· New York City Department of Correction’s Academy, 3/1988
SUMMARY OF EXPERIENCE:
Case Manager, Institute for Community Living, Brooklyn New York

March 2015- Present

Responsibilities are as follows; providing supportive counseling and services, assisting the client to modify attitudes and patterns of behavior by increasing understanding of self and others. Counsels consumer individually or in small groups regarding plans for meeting service needs, and aids clients to mobilize inner capabilities to attain goals. Models positive behaviors and implements the core values. Uses strength-based intervention, communication, and practices to build assets/resiliency. Assesses, instructs, and measures daily and independent living skills for consumers that are affecting by mental health illness. Provides a therapeutic milieu and promotes appropriate socialization. Participates in the service planning and review process. Secure information, such as medical, psychological, and social factors contributing to the individual’s situation, and evaluates these and the individual’s capabilities Assists in the completion and maintenance of  consumer treatment plans to include quarterly service plan reviews, assessments, and medical records either manually or using a computer. Maintains a case record for each resident/client and completes required forms. Continually documentclient treatment progress. 

MD Department of Public Safety & Correctional Services, Temple Hills, MD
Senior Agent   5/08-8/14
 Supervise offenders from other states (Interstate Compact Offender Tracking Systems).  Conduct interviews, gathers, verify and evaluates information to prepare pre-sentence investigations with sentencing recommendations/suggestions using evidence based practices.  Maintain contact with offenders.  Provide offenders with information on local resources, programs, GED certification, assistance, on-going education and vocational training. Gather, identifying interests, aptitudes and work with the offender toward successfully completing community supervision. Directly monitors offenders' behavior while assisting the individuals to facilitate in the community. Maintain case files and documents case activities while preparing case plan for effective treatment goals. Using case note automated system (OCMS).  Investigates, reports, and follows up on alleged offender violations to determine appropriate and available sanctions that may include preparing  violation and or testify in court.
VA Probation & Parole , District One, Richmond, VA
Probation & Parole Officer    9/06-5/08
Conduct investigations, documentations, provide supervision and guidance to adult offenders placed on probation and /or parole by courts.

Interview, gather, verify and evaluate information to prepare pre-sentence investigations as well as sentencing guidelines, probation violation guidelines and testify in court. 

Maintain case file and document case activities.

Supervise, counsel and monitors offender behavior, inform offenders of conditions and develop supervision plan. To enhance public safety by carrying out the sentences given to convicted felons and misdemeanants in a human, cost efficient manner consistent with the correctional principles and constitutionals standards
  Arbor Education & Training, Washington DC

  Case Manager    1/1/06- 9/25/06  (program folded)
Contracted through the Department of Human Services (DHS) of the District of Columbia. I provide necessary assistance to Temporary Assistance for the Needy Families (TANF) participants reach employment goals to become self-efficiency. Duties consist of conducting initial and/ or amending assessments. Track participant’s employment, and job training.  Provide crisis intervention, transportation reimbursements and addressing any barriers preventing participants from retaining employment. In addition, provide other types of assistance which included but not limited to referrals to Dress for Success, childcare, vocational education, support groups and post-education to keep TANF participants employed and on the road toward  to become self-sufficiency
Wood lea Group Home, Children Aid & Family Services, Paramus, New Jersey, Group Home Supervisor,    1/05- 8/05
Supervise Six (6) child care workers and ten (10) adolescent females between the ages of13 -18. Prepare and check schedule for 24 hour coverage, Inspect all medical, medication, communication and logs daily. Conduct fire drill monthly. Schedule life skills training between staff and residents. Submit work orders/service calls to be completed. Prepare salary reports/time card bi-weekly. Supervision and evaluation conducted bi-weekly and monthly with staff members. House meetings conducted bi-weekly with residents. 

Ensure all the state code for licensing are in compliance. Prepare written clinics on resident behavior for treatment goals. Coordinate crisis intervention with clients. Work hand in hand with case manager to ensure all residents’ goals are accomplished.

New York City Department of Correction, 125 White St, New York, NY
Correction Officer (Compliance) 5/95- 9/27/04 ( retired)

Responsibilities include but not limited of preparation of the facility daily work orders to be submitted to the supervisor of mechanics. Arrange daily MIS reports for FIS (Facility Institutional Systems) and the Deputy Warden. Contrived daily maintenance reports for Environmental Health Department and New York City Department of Health Inspection. Compiled data for the monthly maintenance indicator data control report using Excel and Microsoft Access. Ensure all areas of the facility issued work order logbook for maintenance provisions

  Supervised male, female and adolescents inmates,

Administered and manage all services offered,

Responsible for care, custody and control for male and female inmates,

Individual counseling to facilitate adjustment to incarceration,

Review records and arranged evaluations for referrals to outside community programs and social service agencies.

New York City Board of Education, 65 Court St, Brooklyn NY

Secondary Education Instructor, 9/84 - 12/1988

Specialization in mathematics (algebra, geometry)

Assist in coordination of semester mathematical requirement.

Prepare students for the Regents Comprehensive exam.

Administrative duties included attending seminars and workshops for the implementation of curriculum development.
COMPUTER LANGUAGES  
· Microsoft Word, Excel, Microsoft Access, PowerPoint, Outlook 
· Adobe Reader
   REFERENCES
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