Kathleen D. Dooner

3613 E. Crown Avenue
Philadelphia Pa, 19114
Home phone  215-632-5463
Cell    215-450-1120
kathydooner@verizon.net

Objective: To obtain an administrative position that seeks to promote service and quality, leadership and superior ethical principles while fostering a commitment to high performance standards.

                      PRESENT     PHILADELPHIA PHILLIES GAME DAY EMPLOYEE	         MANAGER

· Responsible for Birthdays that are on the scoreboard during the game
· Checking in the fans celebrating the birthdays, i.e. name spelling, age, etc.
· Assisting fans with any and all questions/concerns
· Supervising approximately 15 Phanstormers at any given time.


	ARAMARK	SERVICE RESPONSE MANAGER-HIGHER EDUCATION

· Responsible for all facilities work orders which includes but not limited to, custodial and maintenance issues, reporting to Assistant Vice Presidents of both Student Life and Facilities.
· Aramark CMMS System Facilities Programs
· All safety briefs (Safe Environment) on a daily basis for all employees, detailed record keeping on all preventive maintenance on equipment and other duties as assigned.

	UNIVERSITY OF THE ARTS	ASSISTANT TO VICE PRESIDENT OF FACILITIES

· Responsible for approximately 125 employees from four departments for payroll (ADP Timesaver), all (4) departments  budgets, processing with the approval of the Vice President all invoices ad purchase orders with University projects campus wide.
· Manage the Vice President's calendar along with (3) Directors schedules and appointments.
· Meeting with all vendors and University departments on projects.
· Manage the day to day operations directly with office personnel.
· Member of the Emergency Response Team of the University.
· Monitor all facilities employees benefits, i.e. vacation, sick, lateness etc.
· Responsible for scheduling Commencement and Inauguration of new University Presidents, student move-ins which included all setups, meeting with vendors, Philadelphia Police dept (City permits) and Board of Directors. 
· Manage  the office, process incoming mail, ordered office supplies along with other duties that were assigned.
· Always maintaining a high level of confidentiality, with strong multi-tasking skills and working independently while completing project in a timely manner.

UNIVERSITY OF THE ARTS		SENIOR SECRETARY  FACILITIES

· Managing the Directors calendar
· Answering phones and taking messages
· All Personnel issues for the department
· Budgets, invoices and purchase orders
· Campus Operations room scheduling with faculty and students
· Reserving space campus wide
· Distribution of mail

             PHILADELPHIA COLLEGES OF THE ARTS	RECEPTIONIST

· Greeting all guests, vendors, and checking student I.D.'s
· Prepared and complete reports, forms and logs as needed
· Preformed other duties as assigned

             
I am well trained in all Microsoft Office and Outlook Programs along with other programs, as well as excellent customer service skills.

References are available upon request.
