Danielle G. Polensek
Fort Myers, FL 33916
SUMMARY:
· Confident, passionate, and dependable professional with a bachelor’s degree in Human Services and NonProfit Management, coupled with 7+ years of experience delivering quality service within the administrative, operations, marketing, customer services, and sales fields. 
· Created supply orders; ensured proper office supply inventory levels.
· Answered phones, handled customer inquiries, and assisted with negotiations of agreements.
· Saved the company close to $10k by accurately reviewing all B-2-B sales orders and reviewing delivery reports against original orders prior to orders being released.

· Maintained confidentiality and kept detailed client records to complete all required documentation according to agency and accreditation standards.
PROFESSIONAL EXPERIENCE:
Our Florida (Remote)
Eligibility Specialist 
Aug. 2021 - Nov 2021
· Moved clients through the eligibility process; ensure approval through 7 stages.

· Managed client documentation, and helping these build, and maintain, accounts properly.
· Scheduled appointments and reminders utilizing proprietary CRM software.

Cornerstone Construction Co. - Brigantine, NJ



                                           
Administrative Assistant / Operations Manager 

Jan. 2019 to Jan. 2021
· Created supply orders; ensured proper office supply inventory levels.
· Provided project management services.

· Answered phones, handled customer inquiries, and assisted with negotiations of agreements.
· Saved the company close to $10k by accurately reviewing all B-2-B sales orders and reviewing delivery reports against original orders prior to orders being released.
· Responsible for repairing detailed construction proposals, change orders forms, and business contracts as needed.
· Assisted with staffing strategies, pre-screened applicants, and hired new applicants as needed.
· Interfaced regularly with local businesses

· Acquired quality product samples and materials that helped the company avoid unnecessary problems or any cost/delays.
Procter & Gamble/ProPharma Sales, Atlantic City, NJ
Head & Shoulders Marketing Management Staff



                            
July 2018 to Jan. 2019

· Oversaw all marketing POS, product samples and ensured proper inventory of materials necessary to meet the targeted marketing approach used to gather new customers at sporting events.
· Successfully procured new business by establishing valuable relationships with all targeted accounts.
· Coordinated all logistics and ambitiously gained accounts in the process.

· Strategically aligned on-site visits with decision makers and achieved over-all success after completing on-site presentations 
· Nominated for the “Excellent Achievement Award” in 2018 and awarded title 2019

Catholic Charities - Atlantic City, NJ






                           
Rental Assistance Case Manager

June 2017 to Feb. 2018

· Distributed government and private foundation grants in heart of Atlantic City New Jersey.

· Handled all inquiries related to rental and mortgage assistance that involved evictions and/or homelessness.
· Allocated appropriate funds to those qualified families.
· Evaluated and assessed clients’ needs, qualified potential clients, and made the final decision to grant funding.
· Referred ineligible client to alternative services within the local community. 
· Maintained confidentiality and kept detailed client records to complete all required documentation according to agency and accreditation standards.

· Single handedly distributed over $200,000 in grant money to those clients who were in their most desperate times of need; resulted in positively affecting 80 families.

The Arc of Atlantic County - Egg Harbor Township, NJ


Supported Living Counselor

March 2017 to June 2017

· Developed, implemented, and supervised services and interventions that provided individuals and their families the support and services they needed to stimulate a growth enhancing environment.
· Located appropriate housing; the acquisition, retention, or improvement of skills related to activities of daily living: household chores, meal preparation, shopping, personal finances, and the social and adaptive skills necessary to enable recipients to reside on their own.
· Managed a caseload of 10 DDD consumers while working under SL – 5.

· Built strong community connections; connected over 300 clients to local resources that fit each of the family’s unique needs.
Kroger Company - Alpharetta, GA 
Lead Manager/Floating Assistant Manager 
                       
March 2016 to Sept. 2016

· Established a solid team of 10 -15 Barista’s and successfully trained each associate. 

· Oversaw all operational and managerial responsibilities while carefully following strict corporate guidelines and modeled excellent customer service behaviors. 

· Ordered product, unloaded, and stocked shelves, rotated merchandise, and properly disposed of out-of-date merchandise being sure any discrepancies were reported to upper management daily.

· Seasoned manager who led the team of Baristas to profit.

· Consistently met each company’s expectations by filling multiple managerial roles needed, avoiding additional hiring and disruptions.
Expand-A-Brand - Alpharetta, GA

Brand Marketing Representative




                                       
Feb. 2014 to Nov. 2015

· Proactively sold innovative branding solutions to large enterprise companies globally.

· Managed all graphics, and signage of necessary products; coordinated shipments and necessary documentation with overseas suppliers. 

· Managed projects from conception to completion, accurately meeting all shipment and logistic deadlines globally.
· Performed responsibilities as necessary, created a re-seller handbook and assisted South African headquarters with the creation of fresh and consistently relevant marketing collateral.
· Assisted in social media blogging, tweeting and postings that helped evolve the functionality of the company’s website.

· Implemented an incentive program that encouraged employees to participate in regular volunteer engagements.

· Recognized for implementing companies first ‘Employee Volunteer Reimbursement Plan’ for all U.S. employees.
EDUCATION:
Bachelor's Degree - 2008 - 2012
· Kennesaw State University - Kennesaw, GA - Graduated with a 3.6 GPA 

· Concentration in Human Services and NonProfit Management







Associates Degree - 2004 - 2007
· Atlantic Cape Community College - Mays Landing, NJ - Graduated with a 3.5 GPA

· General Studies graduate and consistent Honor Roll Student







Cosmetology Degree - 2005 - 2006   
· Rizzieri AVEDA School for Beauty and Wellness - Marlton, NJ - Graduated “Top of My Class”

· Certified by the state of New Jersey and named a Specialist in Hair, Skin and Nails


 

CERTIFICATES:
· Nonprofit Leadership Alliance - Awarded a National Certification in Nonprofit Management & Leadership 

· Certified Nonprofit Professional with CNP Designation obtained in 2014.
· American Red Cross - Certified in Adult and Child CPR/First Aid 

AWARDS/MEMBERSHIPS
· TAU Upsilon Alpha- Selected to represent National Organization for the Human Services Society

2011 - 2012

· Alpha Chi, Gamma Chapter- Honored nationally for academic excellence and exemplary character            2011 - 2012 

· Academic Honor Society- Held consecutively while attending KSU
                                                    2009 - 2012

· Delta Epsilon Iota- Selected for academic excellence and strong leadership qualities
               
2009 - 2012
