CORISA MOBLEY-VICTORY					📍 Serving Northern, New Jersey
📞 973-868-2565						✉️ corisamobleyvictory@gmail.com

Dependable, compassionate, and highly organized professional with over 20 years of experience providing exceptional customer service, administrative support, household organization, and supervision of children and young adults. Skilled in meal preparation, scheduling, light housekeeping, paperwork management, and creating safe, positive environments for families. Known for professionalism, trustworthiness, patience, and the ability to manage multiple responsibilities with care and attention to detail.

CORE SKILLS

* Meal Preparation & Kitchen Organization		* Homemaking & Household Assistance
* Administrative Support & Filing				* Data Entry & Light Bookkeeping
* Calendar & Appointment Scheduling			* Customer Service
* Child Supervision & Engagement (Ages 10–12)	* Arts, Crafts & Educational Activities
* Organization & Time Management			* Confidentiality & Professionalism


PROFESSIONAL EXPERIENCE

Principal Management Assistant / Supervisor
Rutgers University Libraries | 2016–Present

* Manage administrative operations, records, scheduling, and confidential documents.
* Provide outstanding customer service and support to faculty, staff, and students.
* Coordinate meetings, prepare correspondence, and maintain organized records.
* Supervise student employees while providing training and guidance.
* Demonstrate strong organizational, communication, and multitasking skills.

Administrative & Customer Service Professional
Rutgers Biomedical & Health Sciences (Formerly UMDNJ) | 20 Years

* Provided administrative and customer support in healthcare and university settings.
* Managed appointments, payroll, records, phones, and confidential information.
* Supervised youth participants in a summer employment program for ages 14–21.
* Assisted families, patients, and staff with professionalism and compassion.

CERTIFICATIONS

* Certified Adult Mental Health First Aider
* Certified Youth Mental Health First Aider

ADDITIONAL QUALIFICATIONS

* Reliable transportation and available part-time evenings and Saturday mornings.
* Comfortable preparing healthy meals and snacks.
* Able to assist with light housekeeping and home organization.
* Experienced in helping children with homework, games, reading, crafts, and recreational activities.
* Honest, dependable, patient, and committed to providing quality care and assistance.
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