3620 Pear Tree Court, Apt. 33


Home:  (301) 942-0182

Silver Spring, Maryland 20906

Cell:  (301) 404-1090

elyssa_diamond@hotmail.com




Elyssa Lynne Diamond

SUMMARY OF QUALIFICATIONS:  Bilingual (English/Spanish), detail-oriented professional with graduate education in social work and extensive experience in non-profit management, development, marketing, program coordination, mental health counseling, community organizing, and research.  Seeking an Internship position for my MSW program, through which I can make significant contributions to a growing agency.
EDUCATION:

University of Maryland at Baltimore



Baltimore, MD 

School of Social Work





Fall 2006 –Present, GPA:  4.1/4.3
Concentration:  Management & Community Organization


The George Washington University



Washington, DC

BA, International Affairs / Intercultural Understanding

Spring 1996, GPA:  3.62/4.0

WORK EXPERIENCE:

New York Life Insurance Company



Bethesda, Maryland

Recruiting Assistant 





June 2011 – Present

· Recruited candidates via internet for Senior Partner of major insurance company’s regional office

· Conducted detailed searches on social media and employment websites to vet potential employees

· Provided top-notch executive assistance to Senior Partner and other sales agents in company

Charles W. Gilchrist Center for Cultural Diversity

Wheaton, Maryland

Information and Referral Specialist



March 2003 – October 2006; Fall 2009

· Pioneered and oversaw development of Resource Lists in fifteen critical areas of services for immigrants, later used by Montgomery County Department of Health and Human Services as model for their own  

· Provided Information and Referral services to new immigrants from diverse cultural backgrounds

· Served as On-Site Supervisor for three months while Center was without Director or Program Staff

· Trained all front desk volunteers and part-time Seasonal Staff at Center for two years

· Coordinated programs and activities; provide logistical and administrative support for events

Jews United for Justice




Washington, DC

Labor Seder Coordinator




Spring 2009

· Planned logistical aspects of DC event for 200+ linking Passover story to oppression of local day laborers

· Assisted in facilitating partnership with CASA de Maryland, its clients, and staff 

· Supervised Spanish language interpreters; Monitored use of interpretation equipment 

· Facilitated Spanish language table discussion for native Spanish-speaking guests

· Translated four-page program document into Spanish for distribution at event

Way Station, Inc.





Frederick, Maryland

Social Work Intern, Residential Crisis Services


September 2007 – May 2008

· Provided mental health counseling in residential setting to adults experiencing psychiatric crisis

· Answered telephone Crisis Hotline, providing support to adults, teens, and families in crisis

· Prepared detailed paperwork and reports for internal and external sources
Elyssa Lynne Diamond

Page 2

WORK EXPERIENCE (Cont’d.)

Mental Health Association of Montgomery County

Rockville, Maryland

Site Coordinator, “Linkages to Learning” Program

November 2006 – August 2007

· Planned educational events for at-risk children and their families in elementary school setting

· Taught English as a Second Language classes to parents of students in Wheaton High School cluster

· Tutored and mentored elementary students experiencing academic difficulties and language limitations

· Managed budget, supplies, and logistics for Linkages to Learning Team at elementary school site

St. Luke’s House, Inc.





Bethesda, Maryland

Life Skills Counselor





September 1998 – May 2000

· Taught “Life Skills” classes for adults with chronic mental illness; researched topics for new courses

· Led field trips for clients in community settings; drove 15-passenger van; facilitated client interaction

· Managed special events for up to 200 clients at a time; coordinated food, decor, and entertainment

UNDERGRADUATE INTERNSHIPS:

Anti-Defamation League of Greater Washington

Washington, DC

Special Projects Intern  





January 1995 - June 1995 
· Planned symposium at National Press Club on “Children, Television, and Prejudice”

· Personally recruited Vice President of Sesame Street to participate in panel discussion

· Wrote research paper examining cultural stereotypes in media and their influence on children

Center for Democracy





Washington, DC

Latin America Intern





January 1994 – May 1994

· Researched and wrote final paper on Chile’s successful transition to democratic governance

· Translated Latin American news articles from Spanish into English for bilingual agency publication

SKILLS & TRAINING:

· Outstanding oral and written skills in English and Spanish, including translation and interpretation

· Proficiency in Microsoft Office Suite, e-mail, and internet; advanced on-line research skills

· 40-hour Diversity Awareness Training Course at Anti-Defamation League of Greater Washington

· Excellent customer service skills, including SBC Media “Beyond Customer Expectations” Training

HONORS:

· Maryland State Senatorial Scholarships (Sen. Roger Manno):  2009-2011
· Montgomery's Best Honor Award 2004:  NACo (National Association of Counties) Category

· Gilchrist Center Awards:  “Most Adult Volunteer Hours Worked in 2003” 

· Golden Key National College Honor Society
· Phi Eta Sigma National College Freshman Honor Society

· University of Maryland Freshman Scholar Award, 1989 (Top 1% of Arts and Humanities College)

· Elks National Foundation “Most Valuable Student” Scholarship, 1988:  Montgomery County Winner and National Finalist (Award based on Scholarship, Leadership, Volunteer Service)

REFERENCES:  Available Upon Request

