Mandy Leonna Seaton

Tel: 01204 559187
Cell: 07596-284-834 
Email: jhelitablazin@hotmail.com             
 _____________________________________________________________________________
Education:
Career Readiness Certificate (Gold)            Nash Community College, Rocky Mount NC          2008

Notary Public                                               Charlotte Piedmont Community College USA         2008

Youth Work Foundation                               Brunnel University, Uxbridge UK                           2004
 
Post Graduate Certificate in Education         Bolton University, Greater Manchester UK             2003
(Further, Higher and Adult Education) 
Adult Literacy Subject Specialist
 
Bachelor of Arts Honors                               Bolton University, Greater Manchester UK            2002
Social Science
(Community Studies)                 
______________________________________________________________________________
Objective:

To secure a position where I am able to utilize and further develop my skills to their maximum potential in the areas of teaching, training, customer service, community and advocacy based environments and effectively facilitate learning to others, in a bid to embed functional and transferable skills academically and socially. .
Employment History: 
Primo’s PSR                          Operations Manager                                   Oct 2009 – Current
Responsibilities:

· Manage day to day operations of contracts
· General administrative duties

· Payroll

· Monthly reports

· Inventory administration

· Reconciliation

· Purchase orders and receiving
· Design and delivery of staff  training in customer service and health & safety 

· Marketing &Advertising 
· Research & development
· Liaising with management

· Scheduling and coordinating meetings
· Handling customer service issues
Training Network Group           E2E Program Tutor                               Feb 2009 – Sept 2009
Responsibilities:
· Co-ordinate Entry 2 Employment program

· Conducting learner interviews/recruitment (caseload 20-30)
· Literacy and Numeracy Initial Assessments

· Production and maintenance of ILR’s & IEP’s
· Scheme of work/Session Planning

· Monthly Learner Progress Reviews and individual tutorials
· EMA payments via EMA portal and LAPs
· Maintenance E2E Passports

· Completion of weekly and monthly audit reports 

· Supervision of student tutors

· Providing pastoral support to learners

Delivery of Essential Skills, Vocational Skills, Personal and Social Development, Employability and Key Skills, Networking and liaising with skills for life team, placement/recruitment officers, Connexions, Youth Offending Team, Resettlement Aftercare Provision, Youth Challenge, Bolton Lads and Girls Club & Gap Counselors

Nash Community College                Basic Skills/ CRC Instructor                       Aug 2008 – Dec 2008
Responsibilities:

· Administer  TABE Assessments 
· Coordinate GED Online Program

· Administer GED Practice Tests

· Lesson Planning

· Progress Reviews

· General Administrative duties

· Administer Key Train Assessments

· Administer WorkKeys Assessments

· Conduct individual progress reviews

· Administer Career Readiness Certificate assessments

Hatcher Law Group PC              Domestic Paralegal
 (Family Law)
              Jan 2008 – June 2008

Responsibilities:
· Interviewed Clients with attorney’s and recorded Personal and confidential information

· Assisted attorney’s in preparations of  petitions for dissolution of marriage, Summons, Complaints and Affidavits along with Motions, Orders Property Settlement and Separation Agreements 

· Reviewed documents, letters, correspondence

· Arranged for service and retrieval of court documents, obtained dates for court hearings/trials and reviewed court calendars

· Assisted clients in preparation of mandatory case disclosure forms incorporating income, expenses and other financial information.

· Scheduled interviews and confirmed availability for trial

· Obtained, analyzed and organized  Discovery

· Responsible for attorney’s schedule and calendars
· Knowledge of Mecklenburg County Rules and NC Statutes pertaining to Family Law
Total Care & Concern               Case Manager                                          Sept 2006 – Aug 2007
Responsibilities:
· Provided support to adults with developmental disabilities (all tiers) 
· Constructed and monitored Individual plans

· secured appropriate residential, community based and respite care
· Organized consumer respite and daycare  
· Accessed and placed clients in suitable educational 

· Designed and implemented care plans to meet needs of individual clients

· Provided various levels of support and training 

· Conducted monthly consumer progress reviews
· Compiled in-depth written and audit reports 

· Managed team of support workers and organized relevant training.
JHP Training                Skills for Life Coordinator/Key Skills Assessor             Nov 2005 – Aug 2006
Responsibilities:

· Designed, implemented and reviewed the following programs of learning/training: Literacy, Numeracy, Financial literacy & budgeting, Customer Service, Health Education, Information Technology, Citizenship, Business Administration, and Personal & Social Development. 
· Delivered and assessed Key Skills L1 in the areas of Communication: Application of Number: Information Technology.
· Provided emotional support and guidance to hard to reach young people.

· Effectively networked, liaised and maintained relationships with students, staff and internal and external organizations
Bolton Youth Service                        E2E Tutor /Key Worker                              Sept 2003 – Jan 2005
Responsibilities:              
· Designed post 16 programs of learning for both group and individuals.

· Planned, implemented, assessed and reviewed agreed targets. 

· diagnostic assessments 

· Construction of Educational Learning Plans 

· Internal verification  

· Tracked progress. 

· Contributed to weekly and monthly staff meetings
· Designed and delivered the following programs of learning:  English, Math, 
      Information Technology, Business Administration, 
 Bolton Community College            Trainee Basic Skills Tutor                             Dec 2002 – June 2003
Responsibilities: 

· Produced schemes of work, lesson plans and evaluations and conducted regular reviews.
· Constructed Educational Learning Plans and conducted monthly reviews

· Delivered training in Basic Skills Literacy & Numeracy, Key skills Communication L1, alongside Health & Safety units. 

· Health and Safety in the work place

· Customer Care

· Promoting Positive Employer and Customer Relation
Bolton University                                 Fulltime Student/Mother                        Sept 1999 – July 2003
Additional Skills:

Information Technology:

Microsoft XP, Vista, Microsoft Word, Word Perfect, Excel, Power Point, Publisher, Outlook, QuickBooks, File Compression Software, Internet proficient in Web and email, PICS, LAPS, BKSB, Kudos, Target skills. Cellular Manager, SNAP, partial Dreamweaver CS4
______________________________________________________________________________Additional Training:                                   Company                                             Year
Dreamweaver CS4                            Adobe                                                             Current                      
Construction Health & Safety          Reed Construction                                          2009

Functional Skills Training                City & Guilds (Warrington)                            2009

Functional Skills Training                Avanta Enterprises                                          2009
CPR & First Aid                                Total Care & Concern                                      2006
Non Violent Crisis Intervention         Total Care & Concern                                      2006
Negative Behaviour Course               JHP Training                                                    2006
Child & Baby Emerg First Aid           Enhanced services Ltd                                     2006
Equality & Diversity Training            JHP Training                                                    2005
Customer service Training                 Antaccs Ltd                                                      2005
Equality & Diversity Training            Antaccs Ltd                                                      2004
Payroll Training                                 Antaccs Ltd                                                      2004
Assessment for Learning                   Brook Learning Partnership                              2004
Effective Learning & Teaching         Brook Learning Partnership                              2004
Performance Management                 Brook Learning Partnership                              2004
Observation/Review 
Connexions APIR                              Connexions                                                      2004
Promoting National Tests to               Basic skills Network                                         2003
Workplace employers & employees 
Outreach Training                              Bolton Youth Service                                       2003                     
Domestic Violence Awareness           Salford Women’s Aid                                      1999
 ________________________________________________________________________________
Voluntary Work                                          Role                                                               Year
· Connexions Wellfield Project           Youth Worker                         Jun  2009 – Sept 2009
· Black Police Association                   Lead Trainer                           Jan 2006 - Aug 2006
Youth Leadership Course
· Banardos                                          Support Worker                       Mar 2005 – Aug 2006
· Connexions Wellfield Project              Youth Worker                          June 2003 – March 2004
______________________________________________________________________________
References:
Patrick Sergio(Managing Director)                       Tony Brown (Regional Co-ordinator)
Primo’s PSR                                                          TNG   
710 Meadowbook Drive                                        Avanta Enterprises
McDonugh  GA 30253                                          Beehive works 
Atlanta Georgia                                                     Folds Road
USA                                                                       Bolton BL1 2SW

Tel: 001-770-572-1490                                         Tel: 07827831268
Email: primospsr@yahoo.com                              Email: tony.brown@tng.uk.com
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