Adisa Ptah
adisaptah@gmail.com
(818) 284-2988

Education                                                                                                                                         

California State University Northridge, Northridge CA


       (Graduated 2017)            B.A. Psychology Cum Laude
Work Experience
File Clerk                     






         (2014 – Present)  
Bremer Whyte Brown & O’Meara                      
· Supervisor and trainer of document organization system through both online and physical mediums. 
· Leader, trainer, and supervisor for file clerks and typists.
· Administrative tasks for attorneys, paralegals, law clerks, and secretaries. Includes but not limited to filing, faxing, copying, scanning, and reception.
· Assistant for IT technical support.

Academic Mentor







             (2016 – 2017) 
California State University Northridge


· Guided and assisted students towards resources in order to increase academic success. Primary focus with students on academic probation and first time freshmen.
· Responsible for fostering a supportive learning environment for academic and personal success in the residence halls.

· Counseling residents by serving as a mentor and source of support.

· Provided leadership, information, and resources to residents.   

· Advocate for students and residential life staff members including academic mentors and residential advisors. 
· Oversee retaining and supporting students through graduation and promote achievement, character development, engagement, and independence.

· Tutor for Psychology. 

Technology Skills 

Microsoft Outlook, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, SPSS, NetDocuments, Shoretel, FAXCOM, Adobe Photoshop, iMovie, iPhoto, Nikon, OS X software and Windows Software.
Awards and Honors

California State University Northridge General Education Honors Program
 (2014 – 2017)
California State University Northridge Dean’s List 




 (2014 – 2017)
California State University Northridge Academic Mentor of the Year 
 
 (2016 – 2017)

Additional Information

Strong communication skills.

Capable of multi-tasking and meeting deadlines while working under tight time constraints.

Extremely flexible and able to prioritize/re-prioritize tasks. 

Able to work independently and as part of a team.


