
RAMONA SARGEANT 
2401 Newkirk Avenue, # 5E, Brooklyn, New York, NY 11226
917-982-4492 ǀ roc1097@yahoo.com 

SUMMARY OF QUALIFICATIONS
· Community Service Professional with expertise in creating and leading projects to provide culturally sensitive, compassionate services for homeless persons  
· Dynamic Leader with a passion for homeless services advocacy and ministry within the nonprofit, public, and faith-based sectors
· Efficient Project Manager with over 20 years in office administration and capable of leading key endeavors from inception to completion
CORE COMPETENCIES 
		Project Management				Proficiency in MS Suite 
		Advocacy					Employee Training 
		Inter-Agency Collaboration			Data Compilation and Entry
		Work Plan Development			Team Leadership	
EDUCATION

Master of Divinity, May 2020
New York Theological Seminary
New York, NY

Bachelor of Science - Technical Management,  June 2013
Devry College of New York
New York, NY
PROFESSIONAL EXPERIENCE
Human Resources Associate
Empire State Development, New York
May 2022 to Present

· Aligning new employees with managers and their team and communicating onboarding procedures
· Serving as the primary point of contact for hiring managers and newly hired employees
· Prioritizing and managing workload to meet critical deadlines
· Ensuring compliance with all processes and always maintaining a high level of confidentiality
· Ensuring new hires have technical assistance to properly set up their hardware/software and distribute manuals, passwords, and guidelines, as needed
· Welcoming newly hired employees and executing the engagement plan throughout the onboarding journey; managing the end-to-end onboarding process, ensuring a great experience for new employees and a smooth start into their roles
· Compile and post open positions on State job site and place advertisements with external recruitment resources
· Manage 45-day and 90-day performance review process

Senior Outreach Analyst
Metropolitan Transportation Authority, New York, NY 
May 2020 – February 2022
· Manage 200 homeless caseloads - Brooklyn and Queens; supervise caseloads - Manhattan and Bronx
· Onboard and train new analysts
· Facilitate a key section of monthly roundtable meeting to address city-wide homeless complaints 
· Participate in monthly borough-wide roundtable meetings with key NYC Departments 
· Collaborate and communicate with agencies and stakeholders to gather and analyze relevant data
· Lead weekly meetings with NYPD and New York City Transit to help mitigate homeless conditions at subway stations
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PROFESSIONAL EXPERIENCE CONTINUED

Special Assistant to the Regional Executive Director
American Baptist Churches of Metropolitan New York, New York, NY 					 August 2018 – March 2020
· Provided administrative oversight and completed confidential tasks to ensure a high degree of quality control in fulfilling the Regional Executive Director’s responsibilities and mandates
· Coordinated directly with the Regional Executive Director as the liaison to the ABCNMY Board of Directors and its Committees
· Oversaw a demanding and hectic executive calendar, rate of correspondence, and coordination of staff workload to ensure the completion of key priorities
· Served as the Benefits Administrator responsible for directing and planning day-to-day operations of group benefits programs
· Oversaw Property Management by working with company’s lawyers in handling contracts, ensuring the maintenance of properties, and completing related administrative work

Administrative Assistant
The Wallace Foundation, New York, NY
October 2004 – July 2018
· Provided administrative assistance within a national philanthropic organization.  Duties included processing travel and expense reports for directors and senior officers; assisting with on-boarding, training and support for new administrative assistants; managing incoming mail for directors; and, preparing background materials for meetings
· Provided inter-departmental administrative and project management support to the Director of Research and Evaluation and four Senior Research Officers, the Director of Arts, and the  Director of Community/Learning and Enrichment 
· Ensured that the due-diligence checklist for prospective grantees, GIFTS software data entries, document collection and other related information were submitted to the Finance Department prior to board meetings
· Managed GIFTS entries and assumed associated responsibilities for course corrections, report reviews, subsequent payments, grant amendments and grant closing, ensuring that grant files were current and in compliance with the foundation’s record retention policy 
· Coordinated external and internal meetings with grantees, partners, consultants, vendors and service providers 

Program Secretary, Foster Care Services
Jewish Childcare Association, Brooklyn, NY
August 2002—January 2003
· Served as a flexible multitasker within a fast-paced area of a dynamic social service agency 

Administrative Assistant
Societe Generale, New York, NY
May 1998 – October 2001
· Provided valuable administrative services for a global corporate and investment banking company 
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