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SHEENA GRANDOIT

8806 Flatlands Avenue   |   Brooklyn, NY 11236   |   347-636-5920   |   SGrandoit1@gmail.com

SUMMARY OF QUALIFICATIONS
Analytical, observant, and perceptive administrative consumer service professional with comprehensive experience in consistently interviewing consumers, investigating, and identifying problems, researching, and allocating resources for resolution and troubleshooting to prevent future reoccurrences.  Proficient in managing projects by determining objectives, establishing a doable timeline, developing practical solutions, and successfully concluding deadline-critical projects on time and under budget.  Succinct ability to clarify technical issues to non-technical audiences.


•
Self-motivated and enthusiastic; always interested in professional improvement and new technology and methodologies.


•
Demonstrate keen attention to detail and resourcefulness in investigating and researching problems and solutions.


•
Focused, concise verbal and written communicator with persuasive, tactful, and accommodating interpersonal skills.


•
Excellent listening and observation techniques and outstanding team player.  


•
Diplomatically dealt with uncooperative individuals remaining undistracted.  


•
Strong team player who motivates peers to achieve teamwork effectiveness.


•
Highly productive with excellent time management and multi-tasking in fast-paced settings.

EXPERIENCE

Office for People with Developmental Disabilities (OPWDD)
Brooklyn, NY


Front-Door Intake Coordinator
5/2016 – 10/2019


•
Accepted consumers and their families in person, interviewing them to check their eligibility for services and explaining rules, regulations, and procedures for taking advantage of services.


•
Conducted eligibility assessments/needs evaluations and program intakes and provided agency/program referrals and advocacy for public benefits such as VA benefits, TANF (public assistance) and SSD (Social Security Disability).


•
Observed and created detail assessments with patients in order to achieve best support services.


•
Registered individuals for Front Door Information Sessions.  Prepared room and forms for Front Door Sessions.


•
Logged demographic and registration information into MS Access database.


•
Scanned and uploaded documents into Computer system/Choices .  Forwarded Medicaid Waiver applications to be processed into TABS.


•
Collaborated with  Medicaid Service Coordinators and referred individuals to facilitators.


•
Established and scheduled phone assessments for select individuals and their families.


•
Maintained a record of clients’ progress and prepared detailed written reports containing sensitive and critical information.


Saks Fifth Avenue
New York, NY


Seasonal Retail Merchandiser
10/2015 – 1/2016


•
Constructed visual merchandise displays according to plan-o-grams and winter season or promotional themes.


Whole Foods
Brooklyn, NY


Customer Service Team Member
10/2014 – 7/2015


•
Provided courteous, knowledgeable assistance to customers in the location, selection and purchase of provisions.


Macy’s Department Store
Brooklyn, NY


Cashier/Sales Associate
9/2013 – 1/2014


•
Processed sales transactions; promoted store credit cards and assisted staff in merchandising during off-peak time.


Strawberry Apparel
New York, NY


Sales Associate/Cashier
9/2011– 7/2014

•
Executed tasks and responded to customers inquiries for most excellent outcomes 
PROFICIENCY

Bilingual – Fluent and literate in Haitian Creole & English; moderate understanding of French.


•
Computer proficiency in MS Office Suite (Word, Excel, Access, PowerPoint & Outlook), Adobe Acrobat Professional and Photoshop, Point of Sales (POS) system, Choices, TABS, and Electronic Health Record (EHR).

EDUCATION

York College (CUNY) - Jamaica, NY    B.S., Sociology (Minor in Black Studies and Communications)    5/2020

