Stephanie Prisco-Buxbaum
129 Noel Drive, Centereach, NY 11720 
Stephanie.Buxbaum@yahoo.com 
(516) 459-0714

SUMMARY	Professional Youth Services Coordinator, and Community Educator with Excellent Computer, Design, Typing, and Writing Skills.  Pays very close attention to detail, is Highly Organized, and takes great initiative.  Has extensive experience working in a fast-paced environment, including management and supervisory experience, as well as with Youth in community-based organizations. Works well independently, as well as in group settings

EDUCATION	The State University of New York (SUNY) at Albany, Albany, NY – May 2007
Bachelors of Arts in English, with a Theatre Minor

WORK 	
[bookmark: _GoBack]EXPERIENCE	The LGBT Network, Bay Shore, NY - April 2014-June 2018
Assistant Program Manager, Leadership & Education 12/16-6/18
Health Promotion Coordinator 4/14-12/16
· Supervision of two full-time Health Educators and Event Coordinators
· Facilitation of weekly programs on various health-related topics, to youth, as well as fill-in coverage for other youth and adult programming, when needed
· Facilitation of workshops and programs, educating on HIV/STD and adolescent pregnancy risk reduction, for up to 30 Youth participants
· Reporting to outside agencies, including The New York State Department of Health and ACT For Youth Center of Excellence, as well as internal agency reporting
· Assistance in the planning and execution of over five large community events per year, ranging from 100-25,000 participants
· Treasurer, Membership Chair, and Reflections Chair Board positions in Long Island Gay PTSA
· Providing accompaniment to reproductive health doctor appointments to Youth
· Facilitation of cultural competency workshops on the LGBT community to students and professionals
· Community outreach including tabling events and conferences, as well as representing the agency at meetings

Installation Coordinator, November 2013-April 2014, CCTV Services, Inc., Farmingdale, NY
· Scheduling for up to seven crews of surveillance camera, access system, and burglar alarm system installations
· On-going contact with customers in regards to installation schedules, payment, and quality assurance
· Contact with Service Team in regards to customers’ equipment repair and additional equipment installation
· Maintenance of installation parts ordering lists
· Control of drivers’ schedules, including delivering parts to installers, retrieving payments from customers, retrieving parts orders, and any other off-site errands required by the office

Executive Assistant, September 2012-November 2013, CargoTrans, Inc., Valley Stream, NY
· Supporting three C-Level Executives, along with four offices, in New York, New Jersey, and California, of a total of up to 50 employees
· Researching and Booking of Restaurant, Flight, Hotel, and Car Rental Reservations; Domestic and International
· Maintaining Facebook Page and Sending email Blasts through Constant Contact
· Creating and Ordering Marketing and Promotional Material and Merchandise
· General Administrative tasks including, but not limited to: Composing Letters, Taking Meeting Minutes, Ordering Office Supplies, Creating PowerPoint presentations, Receiving Packages and Messenger Files, Organizing the Filing System, Creating Expense Reports, Scheduling Meetings

Social Director, June 2010-September 2012, The Greens Golf Club, Melville, NY
· Designing and Creating Monthly “Around The Greens” 48-52 page Newsletter, Sent to 2,000 Club Members
· Supervising and Managing up to Eight Part-Time Reception Employees
· Planning, Booking, and Executing Events in the Clubhouse
· Planning, Booking, and Executing Bus Trips to New York City, Philadelphia, and Atlantic City
· Updating and maintaining The Greens at Half Hollow Website and Facebook Page
· General Management of Clubhouse

VOLUNTEER	Front Desk Reception/Event Set-Up/Youth Programs/Office Assistance, March 2013-April 2014,
EXPERIENCE	The LGBT Network, Garden City, NY and Bay Shore, NY	
