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Detail-oriented and meticulous professional with hands-on experience leading all facets of office management and program administration across diverse sectors. Well-versed in planning events, organizing meetings, arranging travel, and preparing and coordinating intricate schedules by leveraging excellent administrative and interpersonal skills. Instrumental in streamlining operations, ordering inventory, creating correspondence, allocating resources, and optimizing productivity. Skilled in analyzing processes, identifying areas of improvement, and formulating and executing strategic action plans to meet and exceed set objectives. Articulate communicator; adept at promoting cross-functional collaboration, strengthening constructive employee relations, and fostering long-term professional relationships with key stakeholders at all levels.
Areas of Expertise
	· Program Management
· Operations Administration
· Documentation & Reporting
Performance Evaluation
	Regulatory & Budget Compliance
· Strategic Planning & Execution
· Training & Development
· Office Management
	· Stakeholder Engagement
· Complex Problem Resolution
· Cross-Functional Collaboration
· Continuous Process Improvement


Professional Experience
Bloomfield College, Bloomfield, NJ	2020 – Present
EOF Program Associate
Oversee day-to-day office operations by delivering excellent administrative support. Maintain accurate office/student files and financial records in compliance with set regulations. Track all budgetary transactions and update balance for each line item. Facilitate special programs by preparing materials and room assignments and maintaining program details, such as description, timelines, and checklist for future reference and planning. 	Record minutes for staff biweekly meetings and maintain sign-in sheets for students. Supervise one to two students each semester, assisting in realization of study goals. Negotiate and manage contracts with facilitators to speak to students during workshops and events.
· Optimized organizational communication by creating/reviewing correspondences, memos, documents, and reports.
· Ensured smooth flow of operations by regulating appropriate inventory levels for office supplies and equipment while adhering to FERPA laws.
· Improved overall program and student performance by compiling data for reports/surveys, evaluating results, and suggesting action plans.
· Evaluated student performance, provided strategic direction, and actively engaged in retention activities to ensure students graduate with outstanding record.
· Delivered extensive support to develop five-week summer program including new student and parent orientation.
· Enhanced professional development by participating in workshops, training programs, and conferences.
Additional experience as Secretary to Assistant Dean at Seton Hall Law School, Newark, NJ
[bookmark: _Hlk123635879]Education
Bachelor of Arts in Sociology with Minor in Africana Studies, Rutgers University
Awards & Honors
Bestowed with Human Relations Citation Award
Technical Proficiencies
MS Office Suite – Word, Excel, PowerPoint, Outlook | FRS | Conflict Checker | Colleague

