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JOB DESCRIPTION


DATE:



February 1, 2010

POSITION:


Children’s Advocate

ACCOUNTABILITY:
Shelter Director

MAIN FUNCTION:



The Children’s Advocate will be responsible for providing direct services to children residing at the shelter including but not limited to group activities. The advocate is responsible for providing education and prevention programs for community groups, college students, and underserved groups with a record of participants to increase the number of domestic violence services provided and prevent domestic violence. The Advocate will  distribute flyers and information about the domestic violence shelter throughout the community. The advocate would also be responsible for networking with other agencies (OCS, OFS, MH, NDAC, Hospitals, District Attorney’s Office, Police Department, Sheriff’s Department, etc.) as a referral source for counseling / advocacy. The advocate will provide direct services such as individual and legal advocacy, referrals and crisis intervention. A safety plan and intake will be completed for every domestic violence victim.

QUALIFICATIONS:



High School Diploma or GED equivalent


Ability to communicate effectively



Ability to follow verbal and written procedures



A working knowledge of computer programs


EXPERIENCE:

Work experience in social services company or DV or SA situations.


SALARY:

Yearly $28,500; Receives Social Security, Medicare and Workman’s Compensation Benefits.


JOB DESCRIPTION


DATE:



February 1, 2010

POSITION:


Evening Manager

ACCOUNTABILITY:
Shelter Director

MAIN FUNCTION:



The Evening Manager will be responsible for providing overall shelter management for women and children residing at the shelter from 4:00 p.m. until 12:00 a.m. Sunday through Thursday. The Evening Manager would also be responsible for networking with other agencies (OCS, OFS, MH, NDAC, Hospitals, District Attorney’s Office, Police Department, Sheriff’s Department, etc.) as a referral source for counseling / advocacy if required. The Evening Manager will provide direct services such as individual and legal advocacy, referrals and crisis intervention if required. A safety plan and intake will be completed for every domestic violence victim.

QUALIFICATIONS:



High School Diploma or GED equivalent


Ability to communicate effectively



Ability to follow verbal and written procedures



A working knowledge of computer programs


EXPERIENCE:

Work experience in social services company or DV or SA situations.


SALARY:

Yearly $15,780; Receives Social Security, Medicare and Workman’s Compensation Benefits.


JOB DESCRIPTION


POSITION:


Financial Director

ACCOUNTABILITY:
Project Celebration Board of Directors






Executive Director






NWLE


MAIN FUNCTION:



Maintain daily fiscal records and monthly reports for Project Celebration. Pay all outstanding financial obligations on a timely basis. Maintain financial records and timely billing on all state and federal contracts and grants. Managing all aspects of bookkeeping, bank transactions, accounts receivable and payable, payroll, tax form preparation and financial reports. Maintain funding requirements necessary for staff. Complete and submit new grants and refunding grants to maintain funding.

QUALIFICATIONS:


High School Diploma or GED equivalent

Ability to communicate effectively


An understanding of the financial requirements of state and federal grants

A working knowledge of computer programs specifically Quick Books 2005, Access, and Excel

EXPERIENCE:

Work experience in fiscal management. 


SALARY:

The salary of this position was determined by the Executive Director to reflect other salaries in the area.


($25,000 - $45,000)


JOB DESCRIPTION


DATE:



February 1, 2010

POSITION:


Night Manager

ACCOUNTABILITY:
Shelter Director

MAIN FUNCTION:



The Night Manager will be responsible for providing overall shelter management for women and children residing at the shelter from 12:00 a.m. until 8:00 a.m. Sunday through Thursday. The Night Manager would also be responsible for networking with other agencies (OCS, OFS, MH, NDAC, Hospitals, District Attorney’s Office, Police Department, Sheriff’s Department, etc.) as a referral source for counseling / advocacy if required. The Night Manager will provide direct services such as individual and legal advocacy, referrals and crisis intervention if required. A safety plan and intake will be completed for every domestic violence victim.

QUALIFICATIONS:



High School Diploma or GED equivalent


Ability to communicate effectively



Ability to follow verbal and written procedures



A working knowledge of computer programs


EXPERIENCE:

Work experience in social services company or DV or SA situations.


SALARY:

Yearly $17,520; Receives Social Security, Medicare and Workman’s Compensation Benefits.


JOB DESCRIPTION


DATE:



February 1, 2010

POSITION:


Weekend Manager

ACCOUNTABILITY:
Shelter Director

MAIN FUNCTION:



The Weekend Manager will be responsible for providing overall shelter management for women and children residing at the shelter from 4:00 p.m. Friday until 4:00 p.m. Sunday. The Weekend Manager would also be responsible for networking with other agencies (OCS, OFS, MH, NDAC, Hospitals, District Attorney’s Office, Police Department, Sheriff’s Department, etc.) as a referral source for counseling / advocacy if required. The Weekend Manager will provide direct services such as individual and legal advocacy, referrals and crisis intervention if required. A safety plan and intake will be completed for every domestic violence victim.

QUALIFICATIONS:



High School Diploma or GED equivalent


Ability to communicate effectively



Ability to follow verbal and written procedures



A working knowledge of computer programs


EXPERIENCE:

Work experience in social services company or DV or SA situations.


SALARY:

Yearly $17,520; Receives Social Security, Medicare and Workman’s Compensation Benefits.


JOB DESCRIPTION


DATE:



February 1, 2010

POSITION:


Women’s Advocate

ACCOUNTABILITY:
Shelter Director

MAIN FUNCTION:



The Women’s Advocate will be responsible for providing direct services to Women residing at the shelter including but not limited to group activities. The advocate is responsible for providing education and prevention programs for community groups, college students, and underserved groups with a record of participants to increase the number of domestic violence services provided and prevent domestic violence. The Advocate will  distribute flyers and information about the domestic violence shelter throughout the community. The advocate would also be responsible for networking with other agencies (OCS, OFS, MH, NDAC, Hospitals, District Attorney’s Office, Police Department, Sheriff’s Department, etc.) as a referral source for counseling / advocacy. The advocate will provide direct services such as individual and legal advocacy, referrals and crisis intervention. A safety plan and intake will be completed for every domestic violence victim.

QUALIFICATIONS:



High School Diploma or GED equivalent


Ability to communicate effectively



Ability to follow verbal and written procedures



A working knowledge of computer programs


EXPERIENCE:

Work experience in social services company or DV or SA situations.


SALARY:

Yearly $20,400; Receives Social Security, Medicare and Workman’s Compensation Benefits.




















		PO Box 682, Many, LA 71449318-315-2508carissamccormic@gmail.com



		Carissa K. McCormic



		Experience



		March 2011-Present

		Project Celebration Inc.

		Many, LA 



		Financial Director

Maintain daily fiscal records and monthly reporting for Project Celebration.

Responsible for A/P, A/R, bookkeeping, bank transactions, etc.

Responsible for monthly payroll, taxes, balancing bank statements. 



		



		2008-2011

		Toledo Center 

		Many, LA 



		Office/Account Manager 

Processed and paid all invoices from vendors.

Managed customer’s accounts, processed monthly statements, collected and entered A/R. 

Prepared payroll and monthly reports for accountant.



		



		2003-2008

		Stellar, Inc. 

		Zwolle, LA 



		Manager 

Responsible for collecting, counting and depositing previous day’s profits for three businesses.

Prepared employee schedules, trained new employees and interviewed potential applicants. 

Responsible for inventory control. (e.g. counting, ordering, tracking, receiving, pricing and inspection of goods.)

Handled all customer concerns 





		



		Key Skills 

		

		











		

Office management, ordering, receiving, quality control

A/P, A/R, payroll, taxes, budgeting

Spreadsheets, QuickBooks, MS Office









		Education



		2009-2013

		Northwestern State University 

		Natchitoches, LA 



		Business Management, B.S.
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		References



		References are available on request.








EZRA P. GLOVER

P. O. Box 1461 ZWOLLE, LA 71486

318-645-4847- (Home) 318-461-2742 (CELL)







Tommie Jean Rivers

“ Dee Dee”



P.O. Box 411							Telephone: 318-521-5951

Pleasant Hill, LA 71065						Email: jean.rivers@yahoo.com





Career Objective	To utilize my education, communication, and office skills to help people in need. 			







Work Experience





March 2009-Present 			Taylor House Domestic violence Shelter

					Position: Women’s Advocate

					Supervisor: Mitizi Harris (318) 256-3408



Job Duties: Assisting Women in accomplishing their life goals. Such as: finding employment, housing, registering for school. Host weekly group sessions to promote self-esteem, life skills and to educate Women about Domestic Violence.



November 2003 to May 2005		Desoto Regional –Zwolle Rural Clinic

					Position: Office Staff

					Supervisor: Amy Garcie (318) 645-6013

Job Duties: Answering the phone, schedule appointments, filing, medical coding, and billing.



Education



2005-Present 				Northwestern State University

					Major: Family and Consumer Science

					Minor: Child Development and Family Relations

					Concentration: Consumer Services

					 Graduation Date: May 6, 2011



1986-1998	Ebarb High School

High School Diploma



Special Trainings



April 2009					Anti- Racism Lecture

Coping with psychiatric Symptoms in Communal Living Situations

             						Community Organizing in Rural Areas

Lethality and Safety Planning with Rural Service Providers Lecture



July 2009					The Perfect Battered Woman Lecture

						Children’s Caucus Lecture

Rural Caucus Lecture



November 2009	 Celebrating the Whole Advocate Training


Skills







Microsoft word 1998-2010: Excel and Power Point



Communication Skills



Medical Coding 



Medical Billing





References



Amy Garcie, ACNP

1015 Obrie Street

Zwolle, La 71486

(318) 645-6161





Jessica Watson, RSW Early Childhood Support Services

P.O. Box 1582

Mansfield, La 71052

(318) 872-2055



Mitzi Harris, Program Director of Taylor House

580 West Main Street

Many, La 71449

(318) 256-3408



Brandy Ezernack, Homeless Prevention Director of Project Celebration

580 West Main Street

Many, La 71449

(318) 256-6242
    

Tommie Jean Rivers “ Dee Dee”

P.O. Box 411 

Pleasant Hill, La 71056

(318) 521-5951

jean.rivers@yahoo.com









April 15, 2011







To Whom It May Concern:



Thank you, for allowing me the opportunity to apply for the position as Office Manager. I am currently attending Northwestern State University, majoring in Family and Consumer Sciences, minor in Child Development, and a concentration in Consumer Services. My graduation date is May 6, 2011.



The medical fields, as well as mental health have always been a passion of mine. It would be a wonderful opportunity to work for your facility. I feel my previous experience in the medical office environment and working with challenging domestic violence would make me an asset to your facility. 



 Thank you again for this opportunity. If you have any questions please feel free to call me anytime of the day. I look forward to hearing from you.





Sincerely,







Tommie Jean Rivers
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Project Celebration, Inc. 

Active Board Members

[bookmark: _GoBack]2012-2013



Jim House, President 2001

1364 Kane Street

Zwolle, LA 71486

Sabine Parish School Board Member

(318) 645-2033





Myra N. Smith (2006)

386 Woodland

Zwolle, LA 71486

(318) 645-5821

Home Economist 



Dinah Medine (2008)

455 Twin Vista Dr.

Many, LA 71449

(318) 256-2726

Civic Group Activist



Polly Snell (1998)

1715 San Antonio Ave.

Many, LA 71449

(318) 256-5617

Many Police Department

Safe Families Board



Ted Fontenot (2007)

P.O. Box 430

Many, LA 71449

(318) 256-5653

Farm Bureau







Floyd Giblin (1998)

1085 Vandegar St.

Many, LA 71449

(318) 256-3471

Funeral Director



Jan Varnado (2008)

745 San Antonio Ave.

Many, LA 71449

(318) 256-5326

Taylor House Board President

Business Owner



Phil Medine (2007)

155 San Antonio Ave.

Many, LA 71449

(318) 256-9207

Wal-Mart 
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