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Maia Dowling
	Objective
	To apply my organizational, interpersonal communication, and computer skills in a structured environment.

	Experience
	2001-2005
Play Keepers
Baltimore, MD
Group Leader/Assistant
·  Provided structure and supervision for a class of 75 children, ages 5-10.
· Instruction, planning, and managing
· Organizing and implementing projects, games, and activities.

· Assisting Director In office related tasks

	
	2000-2001
Thomas Claggett Elementary School 
 Suitland, MD
Teacher’s Aid
· Provided supervision, support, and structure in a class for deaf and mentally handicapped children, ages 7-9.
· Planning, supervising and conducting both group and individual activities.
· Assisting primary teacher in gathering, organizing, and preparing IEP’s, activities, and educational aides.

· Communicating with parents and teachers about activities, progress, and disciplinary action.

	
	1999-2000
USA Fundraising Network
Upper Marlboro, MD
Secretary/Receptionist/Assistant
· Worked with office and warehouse staff to provide efficient fundraising services for public schools.
· Filing, collating, bookkeeping
· Switchboard operations, message taking, recruiting.

· Assisting manager in planning and organizing fundraising events.

	
	

	Education
	2002-2005
Catonsville Community College
Catonsville, MD
· Associates Degree in Arts and Sciences, 
· 60 credits completed with 3.0 GPA and Dean’s list appearances.

	Interests
	Music, sign language, cultural arts, reading.


