Alicia A. Jensen
Ellicott City, Maryland, 21043  |  (419 346-5858  | afenny26@gmail.com johndoe@gmail.com

Education Leadership & Management
Innovative methods in teaching, staff training and supervision. Increased enrollment rates of 15%-20% as Admission Director. Professional liaison for administration and community. Seeking a challenging position to use my comprehensive leadership skills.

Core Competencies         
· Interpersonal skills                                                                             

· Admissions
· Staff Supervision & Training

· Public Relations

· Special Event Planning
· Budget Planning

· Community Outreach
· Marketing

Professional Experience

Lead Teacher | August 2012- June 2015 / August 2008- June 2010
Love of Learning Montessori, Columbia, Maryland
· Prepared and maintained a safe and engaging environment.
· Supervised assistants (English and Spanish speaking)

· Developed and evaluated materials to meet developmental needs.

· Prepared bi-monthly newsletters.
· Observed students’ individual performance monthly and set goals. 

· Composed progress reports.
· Conducted parent/ teacher conferences and educational nights.

· Coordinated student presentations.

· Pursued on-going professional educational development.

Admission Director | June 2010-2011
Love of Learning Montessori, Columbia, Maryland
· Served as primary contact for all programs and opportunities.

· Facilitated tours, supervised enrollment interviews and coordinated enrollment processes.

· Collaborated with teachers in placement and transition of students.

· Served as a liaison for Administration and Parent Teacher Organization.

· Aided teachers in case conferences.

· Developed, planned and promoted programs and events for school and outside community.

· Generated newspaper ads, flyers and invitations for school events.

· Conducted monthly staff meetings to address upcoming calendar events and concerns.

· Developed enrollment projections for budgetary process with Business Manager.

· Assisted Head of School with special projects and tasks.

Lead Teacher | January 2008- June 2008
Monarch Montessori School | Churchville, Maryland  

· Prepared and maintained a safe and engaging classroom environment.
· Taught and engaged children in speaking Spanish.

· Conducted all responsibilities of a Lead Teacher.

Admission Director | June 2006-August 2007
West Side Montessori Center, Toledo, Ohio
· Served as primary contact for the school regarding programs for 3 campus locations.

· Drafted the design of admission policies, procedures and timetables and ensured they were implemented.

· Supervised enrollment interviews, facilitated tours and coordinated the enrollment process.

· Collaborated with teachers and Student Services Coordinator to facilitate placement and smooth entry of students.

· Planned and coordinated programs to promote parent education.

· Developed enrollment projections for budgetary process with Head of School.

· Processed and analyzed enrollment trends, late admissions, withdrawals and attrition rates.

· Planned and developed programs and events with Development Director.

· Initiated visitations with other schools and evaluated educational methods and programs.

· Administrated Financial Aid policies and procedures with Financial Aid Committee.

· Assisted the Head of School with special projects and tasks.

Spanish Teacher | August 1999- June 2006
West Side Montessori Center, Toledo, Ohio
· Provided a mobile environment of Spanish for 7 Primary classes at two locations.

· Arranged and maintained developmentally appropriate classroom environments.

· Implemented Total Physical Response in vocabulary lessons.

· Integrated units of study to coincide with specific areas of focus in the classroom.

· Organized student presentations for school functions.

· Developed a multi-level curriculum for Spanish.

Education

Montessori Early Childhood Credential
Center for Montessori Teacher Education, Raleigh, North Carolina
Bachelor of Fine Arts
Stephen’s College, Columbia, Missouri

Technical Skills
· Word, Excel, PowerPoint

· Keynote, Pages, Numbers

Additional Professional Activities and Skills
· Science Trainer, Maryland Center for Montessori Studies, Lutherville, Maryland - 2008-2015

Developed and instructed teacher’s Science curriculum for Early Childhood level

· Practical Life Trainer, Maryland Center for Montessori Studies, Lutherville, Maryland – 2011-2014

Instructed teachers the Practical Life curriculum for Early Childhood level

· Field Consultant, Institute for Advanced Montessori Studies, Silver Spring, Maryland – 2010-2012

Observed and consulted Montessori interns during their internship year.

· Director’s Circle, West Side Montessori Center, Toledo, Ohio  - 2006-2007

Collaborated with Heads of Departments concerning planning and implementing school policies and events

· Summer Camp Co-coordinator, West Side Montessori Center, Toledo, Ohio – 2002-2006

Supervised all aspects of Summer Camps (12 months- 6th grade)

· Volunteer at YES Teen Camp, Tipp City, Ohio – 2006-2015


