
KATHLEEN ROWLEY MARTZ
                       

KATHLEEN ROWLEY MARTZ
3840 Shelley Road
Huntingdon Valley, PA  19006
215.722.7720 (H)	                          kmartz3840@outlook.com                                 215-327-5360 (C)

	     		  					
Operations professional with demonstrated success in executing large-scale initiatives and developing processes for continual improvement in an academic environment. Consistently met and exceeded facility, administrative and procedural goals during a period of growth and change in the College:
· Adept at establishing and building relationships both internally and externally to get the job done
· Proven track record in planning, organizing, meeting deadlines efficiently, resolving problems independently, using initiative to improve processes and working hard to meet organizational objectives. Able to work under pressure and successfully deal with competing demands while maintaining complete confidentiality.
· Provide high level secretarial and administrative support to senior executives
· Handled many College-wide events
· Manage and coordinate facility emergencies which interfere with College operations
· Proficient with Microsoft Office, Space Plans, Brio and Work Order Systems
· A self-directed team player who is always willing to go the extra mile.  A resourceful and trustworthy employee.
· Excellent communication and computer skills. Proficient in Microsoft Office  
[bookmark: _Hlk485205404]PROFESSIONAL EXPERIENCE

Drexel University								Philadelphia, PA
College of Nursing and Health Professions (CNHP) 				1996 to Present	           
				                         
[bookmark: _Hlk485296731]Administrative Assistant, School of Public Health, Center for Nonviolence & Social Justice, Healing Hurt People Program (March 2018 – Present)
Assistant Director, CNHP Dean’s Office (2013- June 2017)
Project Manager, CNHP College Operations (2011 – 2013)
Project Manager, CNHP Dean’s Office (2006 – 2011)
Administrative Coordinator, Dean’s Office (2004 – 2006)
Administrative Coordinator, School of Nursing (1996 – 2004)

· Supports the Center for Nonviolence & Social Justice consisting of 20+ people
· Supported the Dean of the College. Attended and participated in College and University level meetings, committee meetings and special task force groups.  Prepared agendas, minutes, supporting documents and scheduling.
· Key communicator to the College on behalf of the Dean.
· Responsible for many new initiatives of the College, eventually leading to individual departments within the College.
· Handled many College events, such as award ceremonies (graduation, faculty promotions), holiday/retirement parties, high-level meetings, professional staff events, human resources professional development seminars, speakers/guest lecturers, grand openings/ground breaking events, . Prepared invitations, worked with IT/AV, food/furniture vendors, venues
· Responsible for preparing documents and creating processes relating to the nominations and Supervised administrative staff and work study students. 
· Oversaw purchasing of office, office supplies, furniture and workstations. Selected appropriate items and negotiated with various vendors for cost effective pricing.
· Responsible for collecting, formatting, submitting all faculty and staff accomplishments to University and College publications; Coordinated elections of Drexel University Senate. Collected and formatted all faculty publications for Deans’ Annual Report.  
· Responsible for gathering specific data from faculty regarding transcripts, current licensure and accreditation 
· Created. manipulated and maintained databases to support the need of the Dean and College.
· Handled credit card reconciliation
· Provided administrative and clerical support to Program Directors for both the Graduate Nursing Program the Nurse Anesthesia Program, including, admissions, registration, student advisement, graduation clearance, clinical contracts, file maintenance and event planning. Worked directly with students.            
· Planned, coordinated and executed a seamless transition to the new physical location for the College over an extended 3-year period. The move consisted of over 400 people, including faculty, staff, graduate assistants, and students, with a square footage of approximately 175,000 square feet.  
· Partnered with the Assistant Dean to develop floor plans and create a spreadsheet to manage details and data. Collaborated with Space Management to update and insure accuracy of data.
· Acquired, allocated and assigned office based on guidelines presented by the Dean.
· Coordinated all renovations, furniture reconfigurations and moves to accommodate growth of the college. Updated space reports and floor plans; managed office reconfigurations, refurbishments and personnel moves. Designed space and recommended use. Managed telecommunications changes, the maintenance departments and the movers.
· Facilitated daily work orders and special projects for multiple buildings on the CNHP Campus. Worked with trades, such as electrician, HVAC, plumbers, carpentry, painters, locksmiths, sign makers, housekeepers and engineers; interacted directly with purchasing vendors 
· Acted as the key interface with Property Managers regarding building maintenance/safety issues. 
· Obtained information and updated lists pertaining to Emergency Contacts, Fire Marshalls, Physically Challenge Evacuation Plan, Property Removal Passes, and Authorized Signers. 
· Assumed the responsibility for 2,500+ clinical contracts as the result of an office closure.  Reviewed contracts for accuracy and legitimacy.  Created a system, database, and developed a documentation manual.  Handled and resolved all contract-related problems with College administration, preceptors, general counsel, both internally and externally, and students.  

THOMAS JEFFERSON UNIVERSITY,						         Philadelphia, PA
Administrative Coordinator, Registrar’s Office					  1992 to 1996
· Supervised 2 full-time employees and 5-10 students per semester
· Ensured the integrity, accuracy and security of all academic records
· Facilitated effective student registration and enrollment
· Active participant in preparing and executing Commencement; Performed degree verification
· Ensured the efficient use of classroom space 

LA SALLE UNIVERSITY							            Philadelphia, PA
Cashier, Bursar’s Office								     1981 to 1992
· [bookmark: _Hlk485309501]Delivered professional customer service to faculty, staff, parents and students 
· Responsible for student payments/refunds, departmental deposits, and petty case reimbursements 
· Electronically updated and maintained data; performed filing and daily reconciliation of cash funds
· Demonstrated meticulous attention to detail in all administrative duties

Administrative Coordinator, Registrar’s Office
· Offered professional customer service to faculty, staff, parents and students
· Ensured the integrity, accuracy and security of all academic records
· Facilitated effective student registration and enrollment; performed degree verification
· Active participant in preparing for, coordinating and executing Commencement

EDUCATION 

Drexel University							Philadelphia, PA
[bookmark: _GoBack]Bachelor of Science in Health Services Administration			2009
