Melissa Kaufman
9103 Sheffield Drive
Yardley, PA 19067
Telephone Number: (215)767-6189
Melissa.Kaufman88@gmail.com
 
OBJECTIVE To obtain a Professional position.

SKILLS PROFILE

1. Able to meet and exceed performance benchmark expectations to goals.
1. Excellent interpersonal skills as well as being highly effective in a team work environment.
1. Excellent verbal and written communication skills.
1. Proficient in various software applications promoting efficiencies. 
1. Grant Writing Experience.  
 
HONORS 
 
1. Dean’s List (2006-2010)
1. Omicron Delta Kappa National Leadership Honor Society 
1. Psi Chi National Honor Society in Psychology 
1. Rider University Scholarship recipient 
1. 2010 Rider University Shirley Johnson Award Recipient (Psychology)

EDUCATION 	
 
Rider University, Lawrenceville, New Jersey
1. Bachelor of Arts in Psychology, Summa Cum Laude - May 2010 
1. Emphasis: Psychology and the Behavioral Sciences

CONTINUING EDUCATION

The Incredible Years, Parents, Teachers and Children Training Series
1. Completed 3-Day Parent BASIC Leader Training Workshop in Bedford, Pennsylvania under certified Incredible Years Trainer, Julie Anderson, MSW – January 12-14, 2011.
1. Completed and organized 3-Day DINA Dinosaur School Classroom Curriculum Professional Workshop in Bensalem, Pennsylvania under certified DINA Dinosaur School Trainer, Jamila Reid, Ph.D – June 22-24, 2011.	

 RELEVANT EXPERIENCE:
 
Intern - Lenape Valley Foundation – Be About Recovery Now Center – Warminster, PA  
                                                                                                                     January 2010-March 2010
         Conducted intake assessments and discharge summaries on consumers
         Facilitated several groups on (i.e. nutrition, women’s issues, music, current events, and world culture)
 
 EMPLOYMENT EXPERIENCE

Mom ‘n Me Meals Co-Owner – Bucks County, Pennsylvania              September 2012-Present


· Facilitate and organize food/meal preparation, event planning, organizing for individuals and families.
Freelance Writer – Bucks County, Pennsylvania                             December 2018-Present

· Plan, research and compose blog posts, articles and projects for various companies, brands and media outlets. 

Development Assistant – Circle of Friends Preschool, Wrightstown, Pa       
September 2016-January 2017
· Provide administrative support to early learning center (i.e. filing, processing tuition and event payments via Quickbooks, maintaining class and parents lists, updating children’s’ and families’ records
· Assist in classrooms as necessary per guidance of Director.
· Coordinate planning of fundraising events.

Health Assistant – Accolade, Inc, Plymouth Meeting, Pennsylvania
										March 2012 – May 2012
1. Answer inbound and place outbound calls regarding: Medical Benefits, Claims questions, problems and escalations, medical education and counseling, medical and treatment decision support.
1. Serve as clients’ first trusted source for questions regarding Benefits and Medical Care
1. Act as clients’ first trusted source for coordinating activities and resources that enable Members to access the right care at the appropriate time.
1. Assist in the coordination of services with providers.
1. Collaborate with fellow team members to deliver an effective service experience.

Prevention Specialist – TODAY, Inc, Bensalem, Pennsylvania 
									November 2010 – March 2012
1. Co-facilitated evidence-based parenting program, “The Incredible Years,” in Head Start facilities, mental health programs, and through VITA Education Services, leading discussions, airing program vignettes, and provided on-going support to parents. 
1. Facilitated and recorded minutes of bi-weekly inter-office staff meetings.
1. Compiled weekly reports regarding the events and progression of the week, in relation to the duties associated with the job position.
1. Recruited parents through advertising, discussions with school teachers and administrators for attendance in “The Incredible Years” parenting program sessions.
1. Observed local preschools and elementary schools implementing the children’s component of “The Incredible Years,” series entitled, “DINA Dinosaur School Classroom Curriculum Series.” 
1. Recruited and organized a 3-day Teacher/Educator/Administrator training in the “DINA Dinosaur School Classroom Curriculum,” – June 22-24, 2011, in Bensalem, Pennsylvania.
 
VOLUNTEER EXPERIENCE
 
Media & Public Relations Department Volunteer Intern - St. Mary Medical Center, Langhorne, PA -
                                                                                                                July 2007-January 2008
1. Assisted on public relations and media campaigns throughout the hospital 
1. Completed mailings 
1. Updated files 
1. Organized event preparations within the hospital

 Office Assistant - The Sunshine Foundation, Feasterville, PA -                 December 2005-August 2006
 
1. Updated databases 
1. Contacted potential sponsors and advertisers 
1. Called potential dream recipients and their families 
1. Completed mailings 
1. Updated files



