TAMISA BROOKSRelevant Skills, Specialties and Career Highlights
Years of Early Head Start Experience: 14+
Years of  Microsoft Office Experience: 15+
Writing Team
Employee Activities Committee (EAC)
Listserv Maintenance
Database Development and Maintenance
Creation of a Technical Assistance CD
Completion of 508 Compliance training 
Publication Contributions: Brooks, T., Merrill, S., & Riley, C. (Winter 2009) Using Ordinary Materials to Promote Discovery and Learning with Infants and Toddlers. Children and Families. Vol. XXIII No. 1 Pp. 12-15

Tcbrooks20032@yahoo.com
202.276.3198


EDUCATION
· BA – University of the District of Columbia, May 2015, 
Early Childhood Education, Magna Cum Laude

RECENT AND RELEVANT PROJECT EXPERIENCE
Program Associate, Early Head Start National Resource Center. ZERO TO THREE, Washington, DC 2010 – Present – 
· Provide 508 compliance for all products posted on the ECLKC website 
· Convert and edit video clips 
· Facilitate the production of transcriptions of all video and audio for all electronic resources
· Provide audio file clipping
· Format and edit electronic newsletters 
· Provide all logistical and administrative support for all webinars
· Organize and manage all video and photographs for the EHSNRC in-house library

Information Specialist, Early Head Start National Resource Center. ZERO TO THREE, Washington, DC 2007 – 2010 
· Maintained and monitored various listservs
· Responded to and tracked information requests via telephone and email
· Organized and tracked regional training requests 
· Worked with the Assistant Director to assign trainers
· Participated on the EHS Liaison and Child Development Content Specialist TA Network (CDTAN) conference calls; 
· Planned, coordinated, and facilitated all exhibiting for EHS NRC at various conferences and meetings

Exhibits Coordinator, Early Head Start National Resource Center. ZERO TO THREE, Washington, DC 2003 – 2010 
· Collaborated with the show decorator for the annual Birth To Three Institute (developing floor plans, determining specifics for decorating, preparing the exhibit hall, etc.)
· Created supplemental materials for all exhibitors 
· Teamed with the Meeting Manager to solidify logistics for the exhibitors and the exhibit hall which includes the opening reception
· Solicited potential exhibitors
· Sold booth spaces
· Created and maintained databases
· Prepared and distributed invoices

Administrative Assistant Early Head Start National Resource Center. ZERO TO THREE, Washington, DC 2002 – 2007 – 
· Provided administrative support to the Director of the Early Head Start National Resource Center
· Prepared letters/ correspondences for overall project activities
· Developed agendas for staff meetings and related events 
· Maintained written summaries from meetings 
· Coordinated logistics associated with in-house project related meetings (e.g., scheduling meeting rooms as needed, ordering meals, setting up conference calls, etc.)
· Coordinated and conducted project mailings
· Provided data entry 
· Created and maintained various databases and listservs
· Maintained central filing systems (electronic and paper)
· Responded to general in-coming calls related to project activities
· Ordered materials and supplies
· Maintained inventory and oversight of materials
· Conducted the fulfillment of distance learning requests
· Processed registrations and distributing supplemental materials for all distance learning activities
· Edited reports
· Cataloged and maintained tracking systems for resources purchased for EHS NRC library

Customer Service Associate/Administrative Assistant ZERO TO THREE, Washington, DC 2000 – 2002 
· Answered calls from 1-800 line
· Provided telephone and e-mail or other follow-up and follow-through to inquiries, problems, and questions
· Processed and fulfilled orders
· Data entry
· De-duplicated database entries
· Oversaw conference mailings 
· Exhibited at conferences
· Provided maintenance of the organization’s meeting/conference book
· Provided purchasing reports




