	DONALD PARKS



 (510) 904∙2107 ∙ donaldparks33@gmail.com

	Summary



A self-motivated and organized professional with over 10 years of experience in customer service, negotiation, mediation, team building and leadership. 

	Experience



Receptionist									           08/2013-12/2014
AFSCME District Council 57								    Oakland, CA
· Provided administrative and secretarial support in a fast paced environment.
· Maintained client files in databases, prepared letters, scanned documents and operated office machines.
· Coordinated and managed multiple projects in a timely manner; operated a multi-lined telephone system, directed and routed calls and scheduled appointments using a scheduling system.
· Organized files to ensure proper billing. 
Personal Care Attendant							           01/2011-08/2013
Private Care										   Berkeley, CA
· Provided counseling; maintained records of patient care and evaluated their progress.
· Assisted with administration medication and dietary needs.
· Assessed client’s personal health care needs.
· Developed protocols and provided compiled reports to supervisor.
Union Organizer								           03/2008-01/2011
True Corps										    Oakland, CA
· [bookmark: _GoBack]Exercised leadership; training and motivation to build and maintain a steward system designed to empower and mobilize workers through contract negotiation and contract enforcement.+
· Created campaign literature and newsletters; processed and distributed bulk mailing publications to workers. 
· Participated in lobbying at state, federal and local levels.
· Mobilized and educated workers around the Union’s political programs.
· Provided administrative support, answered multi-lined phones, created and maintained a campaign database, tracked members and non-members, managed online communications and online social media.
	Education



Associate of Science: Business Administration						    2016
Merritt College										     Oakland, CA

High School Diploma										    2000
Skyline High School									     Oakland, CA

	References



References available on request

	Skills


	
Administrative support, contract negotiations, counseling, customer service, distributing newsletters, following protocols, leadership, MS Excel, MS Office, MS Outlook, MS PowerPoint, MS Publisher, MS Word, operating multi-lined telephone systems, operating numerous databases, operating office equipment and processing mail. 
