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Haylee (May) Patterson-Whitlock

Awards and Recognition:
• Air Force Commendat ion Medal, 543rd Intell igence Surveil lance and

Reconnaissance Group, 2017

• Air Force Outstanding Administrat ion Airman Award, 543rd Intell igence

Surveil lance and Reconnaissance Group, 2016

• Air Force Commendat ion Medal, 543rd Intell igence Surveil lance and

Reconnaissance Group, 2016

graphic design • copyright • video editing • social media mgmt
content planner • PR • website mgmt • creative writing

communication coordination • content writing 

Volunteer Experience:
• Social Media Commit tee Member for Junior League of Lans ing, 2020 - current. 

• Social Media Project Leader for SEED (Self-Regu lat ion, Ear ly Exper ience, and

Development) Lab, Psychology department of Eastern Michigan Univers ity, 2020 -

current. 

• Social Media & Communication Project Leader for Wil ls C . Patterson Our Own

Thing Chorale, 2021 - current. 

• VP of Social Media at PRSSA (Public Relat ions Student Society of Amer ica ) of

Eastern Michigan Univers ity, 2021 - current.

• Led Sexual Assau lt Prevent ion and Response br iefing team of 10. Coordinat ing and

conduct ing 30+ br iefings to 590 Airmen .

• Vict im Advocate volunteer, 450 training hours comp leted . 1K hours served on-call

for Sexual Assau lt Prevent ion and Response hot l ine .

• Organized fundrais ing events to ass ist in rais ing $7K in scholarships for 9 students

w ith Afr ican Amer ican Her itage Committee . 

• Al located 5K awareness kits w ith ChildSafe, rais ing awareness and prevent ion of

chi ld abuse to 600 attendees.

• Served 9 hours at local State Hosp ital deliver ing meals to 100+ pat ients.

Distr ibuted 33K lbs of food at local food-bank . 27K meals del ivered . 

• Gir l  Scouts Community Organizer, hosted start-up troop meet ings in elementary

schools in the Waver ly, Holt and Grand Ledge school distr icts, 2019. 
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Subs tit u te Teacher, 

EduStaff, 2020 to current

Teacher As sis tant, 

Holbrook Ear ly Chi ldhood Educat ion, 2019 

Childcare Provider,

Morgan Ear ly Learning Center, 2018

Work History:

Adminis t rative Technician, 

U .S . Air Force, 2016 - 2017

Commander Su p por t Element Technician, 

U .S . Air Force, 2013 – 2016

Know ledge Operations Manager, 

U .S . Air Force, 2012 – 2013

• hay leempat ter son@gmail .com • 

Education:
• Eastern Michigan Univers ity, graduat ion Dec 2021

[Psychology major/Communicat ion major]

• Mount Hope Leadership School, 12 weeks, 2020

• Highl ine College, 52 credit hours, 2017

• Community College of the Air Force, Informat ion Resources Management, 

48 semester hours, 2016

• Airman Leadership School, 5 weeks, 2016

• Know ledge Operat ions Management Technical Training, 7 weeks, 2012

hayleempatte.com • @hayleempatte
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Office Management 

• Led a 5 member administrat ive

technician team for an 800 member

organizat ion .

• Comp leted on-the- job training in

administrat ive dut ies for 7 co-

workers. 

• Established inventory for 88 U .S . 

• Government assets worth $56K as

equ ipment custodian .Imp lemented a

records tracking system for 1K items,

increased office on-t ime rate by 45%.

• Created cont inu ity binders and

training rout ine for 14 programs.

• Conducted 4 records management

office evaluat ions. 

Ident i f ied and corrected 12 errors. 

• Created, prepared, and presented

1 10+ Microsoft Excel and PowerPoint

presentat ions.

• Developed a 6 month personnel

office development strategy for unit

Director.

• Organized and consolidated 14

organizat ional trainings, br iefings and

recognit ion ceremonies.

Human Resou rces

• Administrat ively supported 3.8K

mil itary members in 1 1 organizat ions.

• Rev iewed 30+ travel orders and

vouchers worth $20K, netted in less

than 72 hours.

• Demand Reduct ion trusted agent.

• Not i f ied and processed 560 co-

workers on mandated drug test ing

enforcing zero tolerance policy.

• Accounted for 4K emp loyees dur ing

rout ine safety dr i l ls.

Cu s tomer Ser vice 

• Issued U .S . government ID cards for

600+ mil itary members and their

famil ies.

• Created performance report and

awards rev iew checkl ist, reducing

mu lt i-coordinat ion efforts for 800

co-workers.

• Crafted standard operat ing

procedures, customer serv ice

feedback reports and 4 how-to 's.
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Elementar y Education

• Ass istant teacher for a 3rd grade

classroom of 27. 

• 500 hour exper ience in fu l l  t ime

subst itute pos it ion . 

• Proctored classroom math test ing

and monitored students performance . 

• Supported growth track in indiv idual

students’ reading and math dur ing

small group lessons and one-on-one

reading assessments. 

• Comp leted daily tracking for the

stat ist ics of student engagement and

respons iveness in classroom

database .

Ear ly Childhood Education

• Developed act iv it ies to support

cognit ive, emot ional, and phys ical

learning object ives including motor

learning, social interact ion, and

reasoning for chi ldren aged 3 to 5.

• Planned indoor and outdoor

act iv it ies, and special events, focus ing

on safety, accountabil ity, supp l ies,

emergency act ion p lans to support

learning object ives.

• Observed program part icipants for

s igns that may indicate i l lness, abuse,

or neglect, and maintained close

cooperat ion w ith the family advocacy

program .

• Maintained a healthy, pos it ive, and

engaging learning env ironment for al l

chi ldren by encouraging pos it ive

behav ior and indiv idual accomp l ishments

through indiv idual work p lans.

• 840 hours as chi ldcare prov ider

exper ience . 
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