Michelle D. Phillips

10020 Carter’s Grove Road

Fredericksburg, Virginia 22408

(540) 710-9389 Home
(540) 842-3579 Cell
E-mail: micdenphi1964@gmail.com
JAMES MONROE HIGH SCHOOL 


FREDERICKSBURG, VIRGINIA
Special Education Teacher 8/2012 – 6/2018
Responsibilities include: Teaching, supervising, and encouraging students with learning disabilities.  Prepares lessons and teaches students based on their individualized education plans. Teaches core subjects Math, English, Science, and History.  Teaches life and social skills that help students in their everyday life. Supervises students when they volunteer at the local Food Bank, Goodwill, and Salvation Army to learn job skills.  Plans, schedules, and facilitates IEP (Individualized Education Plan) meetings and gives input for eligibility to professional staff and special education chairperson.  Monitors and reports student progress. Manages, disciplines, and supervises students that help with the JM Morning Café. Accounts for all monies received by students from sales for accountability and turn in. Supervises one paraprofessional that assists in the classroom.  Schedules transportation for field experiences and chaperones students.  Gives recommendations of students for placement for PERT and gives input to special education supervisor. Communicates with all students, parents, teachers, and other school staff. Uses various modes of communication to give and receive information within and outside of the school. Collaborates with school psychologist, social workers, and guidance counselors. Makes sure that all students are safe in the learning environment. Reports child abuse and neglect to appropriate personnel.  Assist the administrative staff and performs all other duties as assigned. Attends all meetings and professional development as necessary and needed. Attends games and other activities to support students. Works as a team player with the principal and colleagues to foster a positive school culture and climate.
BOWLING GREEN ELEMENTARY SCHOOL               BOWLING GREEN, VIRGINIA

Special Education Teacher 8/2005- 6/2012
Responsibilities included teaching 3rd, 4th, and 5th grade students in a self-contained setting.  Planned curriculum to address student’s individual learning goals and objectives and the class in Language Arts, Math, Science, and Social Studies based on the aligned standards of learning.  Prepared lesson plans and differentiated instruction based on Virginia Alternate Assessment Program (VAAP) to assess student progress.  Sets up and planned individualized education plan meetings and prepared IEP’s based on student present level of performance.  Performed other teaching duties as necessary to meet student needs. Collaborated with the principal, regular and special education teachers to enhance student learning and progress. Helped to foster a positive learning environment for all students and colleagues.  
COURTLAND HIGH SCHOOL


                    SPOTSYLVANIA, VIRGINIA

Special Education Teacher 8/2004 – 8/2005
Taught Functional English and Biology to special education students in inclusive and self-contained settings:  Provided differentiated academic techniques and instruction for special education students. Worked as a case manager for 13 students and prepare individualized educational plans.  Contacted students, teacher, parents, and guardians to set up meetings to discuss student progress and conduct the meetings based on confirmation of IEP team and consent.  Input student grades using Intergrade-Pro software and input IEP’s using IEP-Online.  Print, copy, and file student progress reports and prepare academic evaluation forms for distribution to other teachers for feedback.  Prepared academic lesson plans and managed the classroom and behaviors.
MASSAPONAX HIGH SCHOOL


       SPOTSYLVANIA, VIRGINIA


Instructional Assistant 9/2003 – 8/2004

Assisted the Special Education teacher with the management of the class and instruction.  Aided regarding instruction based on IEP’s on mentally challenged students with learning disabilities. Taught students individually based on goals set forth in the IEP and teacher directions. Input student grades and attendance using software programs.  Typed letters and writes daily logs on student behavior for intervention.  Greeted, escorted, and monitored students in and outside of the class and school. Monitored and assisted students on field trips for community-based learning experiences. Collected class materials and checklists. Gave feedback to the teacher on student progress based on assignments. Assisted students that had seizures or medical problems until proper medical attention is administered. Works with other professional staff to effectively meet the academic needs all students.
CULPEPER MIDDLE & FLOYD T. BINNS MIDDLE           CULPEPER, VIRGINIA

Teacher-Alternative Education 11/2001 – 8/2003

Managed and taught 6th, 7th, and 8th grade middle school students with disciplinary problems.  Responsible for teaching English, Math, Social Studies, and Science daily to students with IEP’s and 504 plans. Worked individually with students and in cooperative learning groups based on grade.  Setup computers using STARS software and facilitated the evening alternative education program after school hours.  Provided feedback to parents on student behavior as necessary. Checked class assignments and student portfolios for completed work and progress.   Supervised one instructional assistant that aided in helping students and completing other duties. Wrote referrals and student narratives from observations.  Interfaced with a variety of professionals such as principals, school board members, teachers, counselors, social workers, and probation officers. 

VIRGINIA DEPARTMENT OF EDUCATION                  RICHMOND, VIRGINIA

GED Training and Monitoring Specialist 11/1999 – 11/2001                      

Division of Adult Education and Literacy

Provided administrative support to the state GED administrator.  Conducted needs assessments to meet the training needs of all Virginia GED examiners.  Monitored sixty-five GED testing centers for correct administration of the GED assessment and the proper storage of the assessment.  Provided technical assistance via email, GroupWise, and telephonically to examiners and their staff.  Worked closely with American Council on Education staff for updates on testing, changes, fee changes, and manual updates. Facilitated and scheduled training sessions throughout the state based on feedback of training needed by the field-testing centers.  Organized and delivered presentations using Power Point. Set up, typed and produced an annual GED testing schedule yearly. Provided feedback on requests for special testing accommodations to examiners via email and letters. 

VIRGINIA DEPARMENT OF EDUCATION

Program Support Technician 7/1995 – 11/1999

Division of Adult Education and GED Services

Served as administrative assistant to the state GED administrator. Managed and monitored the printing and distribution of GED credentials.  Generated hundreds of GED certificates weekly for mailing based on passing and failing examinees. Utilized the Oracle database to print GED certificates an d transcripts based on request from examiners, examinees, recruiters, colleges and employers. Expedited transcript request daily. Prepared transmittals daily and made deposits of fees collected for issuance of duplicate certificates.  Ordered testing materials.  Expedited examiner request for borrowing test for usage according to procedures. Copied, compiled, and prepared training materials for the administrator to be prepared to train examiners in the field.  Maintained the Oracle database of examinee score data.  Trained temporary staff to accomplish the daily needs of the GED office during peak times.

Office Services Specialist 4/1994 – 7/1995

Division of Pupil Personnel Services

Assisted the office by answering inquires from the public and referring telephone calls to the appropriate staff. Prepared leave and travel request for five members of the professional staff.  Typed all office correspondence using PC’s, for printing and distribution to staff and external clients.  Prepared travel forms and collected time sheets.  Date stamped, read, and reviewed Project YES (Youth Experiencing Success and YADAPP (Youth and Drug Alcohol Prevention Program) grants for completeness. Prepared information meeting scheduled deadlines.  Performed all other duties given to me by the director and his staff.

Office Services Specialist 6/1993 – 4/1994

Division of Research and Evaluation

Responsibilities included: Typing, filing, answering telephone calls, writing messages, distributing of mail for six staff members; using WordPerfect software for processing memos and documents; keying data using SPSS software from data sheets; preparing and printing labels from written or typed lists; preparing binders and packets for professional staff; assisting in the coordination of meetings on and off site; collecting receipts and documentation to expedite travel reimbursements; duplicating copies upon requests of  the secretary senior; preparing mass mailings to school divisions.  Maintaining copiers and printers.

Education

LONGWOOD UNIVERSITY




FARMVILLE, VIRGINIA
Currently Pursuing Administration and Supervision Certification
(to be completed in August 2018)

UNIVERSITY OF MARY WASHINGTON


   FREDERICKSBURG, VIRGINIA

Master of Education






AVERETT UNIVERSITY



   
DANVILLE, VIRGINIA

Bachelor of Business Administration                                           

ROANOKE CHOWAN COMMUNITY COLLEGE
   
 AHOSKIE, NORTH CAROLINA

Associate Applied Science - Business Administration  
  

Teacher License and Certifications by the Virginia Department of Education
Business and Information Technology
Special Education – General Education Curriculum (K-12)
Child Abuse and First Aid

Awards and Affiliations
Women in Educational Leadership of Virginia Member (WELV) 
Who’s Who Among Colleges and Universities 2008 University of Mary Washington

 




Military Experience

Administrative Specialist – Personnel Administration Center

U.S. Army Information Systems Command Fort Belvoir, Virginia

Headquarters Company 80th Division Reserve Center, Richmond, Virginia

UNITED STATES ARMY 



ADJUTANT GENERAL CORPS

Primary Leadership Development Course


Ft. Knox, Kentucky
Administrative Specialist Course



Ft. Jackson, South Carolina

Basic Training (71L) 




Ft. Jackson, South Carolina
Rank: Staff Sergeant (71L30)






 
Honorable Discharge



