Marcia Hines
11904 Darlington Avenue • Garfield Heights, OH •44125
Email: mhines6060@gmail.com         
(440) 990-5523


An experienced professional with many successes in organizational development and administration.
• Excellent at interfacing with others at all levels to ensure organizational goals are attained.
• Excellent interpersonal, analytical and organizational skills.
• Excels within highly competitive environments where leadership skills are the keys to success. 
• An excellent employee with the skills necessary to direct, train and motivate staff to its fullest potential. 

Work Experience

Substitute Teacher K-12
Ohio Substitute Teacher Services - Cleveland, OH
July 2023 to Present
· Organise tasks and manage time to meet many and varied deadlines

· Manage small and large groups of students in a classroom environment

· Communicate effectively with students, including potentially sensitive topics.
Administrative Manager
City of Cleveland, OH - Cleveland, OH                 December 2002 to June 2015
· Managed the day-to-day operations of the revenue generating department of the company through sales, marketing and customer service
· Managed scheduling, vacation/sick time coverage as well as the hiring and firing functions of the department
· Supervised a staff of 5 field employees and 2 administrative support employees by assigning jobs according to the daily workload
· Coordinated the redevelopment of the company work order process from job initiation to job completion
· Supervised and managed a cross-functional team of Public Utility employees through the process of converting a manual work order system to an automated work order management system with 100% agency wide compliance at system 

Volunteer and Special Events Coordinator
AIDS Taskforce of Greater Cleveland - Cleveland, OH
April 1999 to November 2002
· Managed, trained, and staffed approximately 300 volunteers for all agency special events and community-based projects
· Trained and assigned volunteers to take part in our agency Speakers Bureau
· Coordinated and staffed volunteers for donor retention events in conjunction with the agency development department
· Handled decorations and logistics of every special event
Education

Bachelor's degree in Business Administration
Tiffin University - Tiffin, OH May 2004 to June 2006
Associate in Science (AS) in Biology
Cuyahoga Community College District - Cleveland, OH
September 2002 to September 2004
Associate's degree in Business Administration
Cuyahoga Community College District - Cleveland, OH
September 2002 to September 2004
Awards

Employee of the Month March 2010
Certifications and Licenses

State of Ohio Lead Clearance Technician
July 2023 to July 2025
Lead Clearance is the examination that determines if a property to be lead safe. Provides Lead Clearance Testing throughout Ohio to help keep properties lead-safe,  with the official City of Cleveland Lead Safe Certification, through a convenient, affordable and efficient lead testing and lead inspection process.
Driver's License
State of Ohio Substitute Teacher License 
