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Professional Summary
Experienced Social Worker Assistant who has a strong working knowledge of the entire social services system. Adept at keeping paperwork properly filed making sure that all mailings go out on time and answering questions from the public. Specializes in benefits administration and family social work.
Core Qualifications
· Strong eye for detail

· Dedicated to making sure that all information is collected to help render a fair decision

· Not afraid of potential challenges from angry constituents

· Excellent communicator

· Strong computer skills

· Responsible employee who understands the importance of deadlines
Experience
Social Worker Assistant

8/1/2009 - 7/1/2014
Department of Social Services

New Parkland, CA
· Assisted several social workers in making site visits and doing evaluations.

· Helped to work in the office taking constituent paperwork and answering questions.

· Responsible for keeping the table of informational packets clean and updated.
Social Worker Assistant

9/1/2007 - 8/1/2009
Reynolds Services for the Elderly

New Parkland, CA
· Assisted case workers in collecting information and completing case files.

· Assisted residents in setting up regular meetings with their families.

· Responsible for keeping the visitor's log that was found at the front entrance.
Social Worker Assistant

7/1/1999 - 9/1/2007
Department of Child Welfare

New Parkland, CA

· Accompanied social workers to site visits and assisted in collecting information for site evaluations.

· Assisted social workers in contacting family members of abandoned children.

· Assisted social workers in helping children who were part of a police action.
Education
Associate's Degree - Social Work

1999
Wall School of Business

New Parkland, CA
