Jessica Radcliff
Paraprofessional
Yukon, OK 73099
jradcliff1987@gmail.com | +1 903-319-1263

Professional Summary
Dedicated and compassionate paraprofessional with hands-on experience in special education settings. Currently pursuing a Bachelor of Arts in Educational Studies in Special and Elementary Education (Graduating April 2025). Skilled in individualized instruction, lesson planning, and supporting students with diverse learning needs. Proven ability to build positive relationships with students, staff, and families to create a supportive learning environment.

Education
Bachelor of Arts in Educational Studies in Special and Elementary Education April 22,2025
Western Governor’s University – Salt Lake City, UT
Trade in Emergency Medicine
Northeast Texas Community College – Mount Pleasant, TX, March 2012
High School Diploma
Paul H. Pewitt High School – Omaha, TX, May 2006

Work Experience
Paraprofessional
Putnam City School District, August 2023 – Present
· Assist students in completing assignments, reinforcing lessons, and supporting their individual learning needs.
· Implement lesson plans created by lead teachers to deliver instruction to small and large groups.
· Provide 1:1 instruction to students with specific educational goals and needs.
· Foster a positive, inclusive classroom environment by supporting students’ social and emotional development.
Sales Associate
Galaxy Home Recreation – Oklahoma City, OK, March 2023 – Present
· Assist customers with product selection and answer questions to ensure satisfaction.
· Handle transactions, communicate with customers over the phone, and follow up on inquiries.
· Contribute to team efforts to maximize sales and achieve customer service goals.
Realtor
Redfin, April 2020 – Present
· Negotiate real estate contracts on behalf of buyers and sellers, ensuring compliance with contractual terms.
· Communicate effectively with clients to ensure a smooth real estate transaction process.
· Provide expert guidance on property negotiations and repairs.
District Manager
Little Caesars Pizza – Oklahoma City, OK, May 2022 – March 2023
· Managed multiple store locations, ensuring adherence to budget and profitability targets.
· Recruited, trained, and supervised staff to maintain efficient operations.
· Ensured quality service and customer satisfaction while meeting operational goals.
General Manager
Potbelly Sandwich Shop – Oklahoma City, OK, September 2019 – October 2020
· Led daily operations, including staff management, customer service, and payroll processing.
· Achieved sales goals and ensured financial targets were met through effective cost management.

Certifications and Licenses
· Real Estate License, Kevo University, April 2020 – May 2023

Skills
· Classroom Management
· Lesson Planning and Instruction
· Individualized Education Plans (IEPs)
· Student Behavior Management
· Special Education Support
· Customer Service Excellence
· Team Collaboration
· Communication and Interpersonal Skills

Key Assessments
· Filing & Organization: Proficient, May 2018
· Sales Skills: Proficient, July 2021
· Recruiting: Proficient, February 2023
· Customer Focus & Orientation: Proficient, August 2022
· Management & Leadership Skills: Proficient, August 2022
· Supervisory Skills: Proficient, July 2022
· Scheduling: Proficient, May 2018

