Frankie Brown
197 W. Champlost Avenue, Philadelphia, PA 19120, (267) 319 – 4336,  FrankieBrown4336@Gmail.com

Skills
Banner-Cognos-Centricity 9.2-11.0-Corel-Dreamweaver-Lotus 1-2-3-MedSwiss-Microsoft Office Suite-MultiMate-QuickBooks-Dictaphone-Typing 60 wpm
Education
Chestnut Hill College                           



               09/2005-12/2009
Major:  Business Administration – Bachelor of Science                    
Minor: Healthcare Management
Graduation December 2009 – GPA:  3.30
Employment

Temple University







              12/2014 – Present

Lead Administrative Specialist

· Coordinate the faculty appointment process for new faculty candidates including collecting all required documents for the university appointment process, the TUHS Medical Staff initial application and third party payer credentialing; Provide administrative support for Faculty Affairs in the School of Medicine during the hiring/credentialing, promotion and/or tenure, and reappointment processes 

· Responsible for seeing that the faculty candidate meets the deadlines for committee reviews in order to effect the proposed employment start date
· Ensure that faculty candidates adhere to the deadlines for committee reviews in order to meet the proposed employment start date

· Assist the office in maintaining both electronic and physical files

· Assist Director of Conflict of Interest by performing initial eRA disclosure checks to ensure completeness of information and soliciting missing documentation from faculty

· Screening notice of grant awards and setting up initial projects within eRA

· Assist faculty and department staff in the use of the ERA conflict interest module

· Monitor and respond to messages sent to the departmental box

Stop and Surrender, Inc.







               04/2012-12/2014
Executive Assistant
· Provided administrative support to President, Vice President and Executive Director
· Effectively managed budget by monitoring expenses and provided financial analysis as well as invoicing and billing processes
· Scheduled and coordinating meetings, events and travel arrangements

· Composed and edited meeting minutes and correspondence written and electronic
· Created high effective organizational and filing systems, including quick and thorough indexing, filing and offsite storage

· Supervised staff

Temple University – College of Health Professions and Social Work            
                              06/2010-07/2011
Administrative Assistant III
· Provided administrative support to the Dean, Associate Dean, faculty, staff and students of  CHPSW
· Prepared and updated faculty hiring grids; Tenure Track and Non-Tenure Track appointment documents; reappointment documents and contracts; merit sheets for review and process; UG student admission and rejection letters; revisions to student recruitment guides; graduation program materials and award ceremony materials
· Collected Promotion and Tenure documents for distribution via campus reviewers and external reviewers; faculty award documents for distribution
· Scheduled graduate and undergraduate council meetings; student focus group meetings with dean and associate dean; student appeals meetings with committee members
· Managed CHPSW Faculty and student list servers
· Supervised student workers
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University of the Sciences in Philadelphia – Office of Provost                                                           09/2001-6/3/2010
Administrative Assistant 
· Provided extensive administrative support for Provost, Associate Provost, Assistant Provost and Executive Director as well as faculty, staff, students and USP guests
· Composed and edited meeting minutes and correspondence for distribution and review  
· Scheduled and coordinated meetings, special events, searches, travel arrangements
· Prepared statistical and narrative reports for review
· Maintained budgets for department by monitoring expenses and performing simple analysis of different accounts
· Processed forms for reimbursement and maintained inventory of supplies and equipment
· Performed basic data gathering and analysis and/or forecast as directed.
· Maintained departmental Webpage
· Supervised student workers 

Albert Einstein Medical Center                                                                                                             10/1995-03/1998
Administrative Assistant
· Prepared reports for distribution
· Transcribed minutes for various departmental groups
· Prepared correspondence, reports, forms and requisitions
· Created report formats, storyboards and forms
· Scheduled departmental meetings and arranged accommodations for various groups
· Arranged travel accommodations 
· Maintained a multi-filing system and library 
· Organized work in timely fashion.  
· Ordered and inventoried supplies
· Exercised confidentiality to avoid unauthorized or inadvertent disclosure
University of Pennsylvania Medical Center                                                                                        09/1993 - 02/1995
Administrative Assistant
· Facilitated incoming calls and pages
· Prepared correspondence, reports, forms and requisitions
· Processed incoming and outgoing documents and forms according to established procedures
· Maintained multi-filing system
· Organized work and activities to ensure completion
· Maintained effective coordination of activities of departmental goals
· Resolved problems relating to work assignments, department functions, and/or department services.
· Responded to inquires, assisted the public in accordance with departmental procedures.
· Performed general office activities in support of departmental functions
· Handled and stored confidential information in the MedSwiss system.
   
University of Pennsylvania                                                                                                                  06/1991 - 09/1993
Secretary
· Prepared correspondence, documents and reports.
· Processed budget forms 
· Maintained a multi-fling system for the Office of Affirmative Action
· Prepared reports about office activities
·  Ordered office supplies and kept inventory of all office supplies
· Maintained a highly confidential work environment
· Scheduled appointments and    committee meetings
· Used good customer service skills with students, staff and faculty
 
