Shauna M. Robertson
7740 Stenton Avenue, Philadelphia, PA 19144
Home Phone: 347-585-9339
[bookmark: _GoBack]E-Mail: shaunarobertson15@gmail.com

Summary of Qualifications
	Administrative professional whose business and leadership skills are complemented with background, drive, passion and initiative of a successful student athlete. Solid record in developing positive relationships with students, faculty, and administrators. Experience includes: strategic planning, problem solving, program and team management, student support services, and student academic success.
Work Experience
Temple University, Philadelphia, PA					April 2016 – present
Academic Advisor 
· Promoted to Academic Advisor II after one year
· Advise, orient, register, and plan new, return and continuing students
· Manage students in their program through graduation by accurately planning student schedules
· Facilitate orientation presentations, new student activities and current student activities
· Create a positive and trustful environment while providing encouragement, advocacy, and support for students
· Maintain FERPA confidentiality requirements with students and family members; provide referrals for students facing personal challenges
· Assist Admissions department by meeting with cohort students during orientations to explain University Standards and major specific requirements, as well as to ensure a successful transition for all new and transfer students, 10 times per year
· Member of Transfer and New Student Orientation Committee
· Appointed Co-chair for Academic Advising Day at the University responsible for managing committee members who are assigned to specific subcommittees to plan and facilitate the annual Advising day 

Language Service Associates, Horsham, PA				July 2017 – June 2018
Coordinator
· Service calls by gathering intake and providing an interpreter in a timely fashion
· Monitor calls to ensure line quality and that the line is still active
· Schedule calls for hard to reach languages

Robert Morris University, Chicago, IL					March 2008 – April 2016
Academic Advisor (July 2011 – April 2016)
· Advised, oriented, registered, and planned new, returning and continuing students
· Managed students in their program through graduation by accurately planning student schedules
· Facilitated orientation presentations, new student activities and current student activities
· Created a positive and trustful environment while providing encouragement, advocacy, and support for students
· Maintained FERPA confidentiality requirements with students and family members; provide referrals for students facing personal challenges
· Assisted Admissions department by meeting with cohort students during orientations to explain University Standards and major specific requirements, as well as to ensure a successful transition for all new and transfer students, 10 times per year
· Interviewed, hired and managed federal work-study student employees
· Coordinated student activities; orientations; coach intra-collegiate teams
Instructor	(July 2011 – April 2016)
· Designed curriculum for Freshman Seminar that included multiple mediums of delivery
· Modified curriculum as necessary to help meet different learning outcomes
· Organized classroom activities
· Coordinated guest lecturers to help meet student success and awareness
Assistant Softball Coach 	(February 2008 – April 2014)
· Assisted the head coach in all aspects of a successful collegiate Softball program
· Assisted the head coach in planning and strategizing tasks
· Monitored Academic Progress
· Assisted in the overall recruiting process to plan visits, prepare estimated financial plans and organize recruit signings
· Collaborated with head coach and other assistant coaches on ways to build team chemistry
· Operated within all guidelines set forth by the NAIA
Athletic Financial Advisor (May 2008 – July 2011)
· Packaged, presented, and managed financial aid plans for student athletes and their families
· Counseled prospective, returning, and in-school student athletes regarding financial aid options, payment plans, etc.
· Collaborated with head athletic coaches to obtain scholarship information to ensure prompt and accurate awarding of funds for student athletes
· Analyzed and trouble shot to find solutions to issues that arise with student athletes and their financial circumstances

Tribune Media Net, Chicago, IL						August 2007 – January 2008
Account Representative (Inside Sales)
· Generated leads and evaluated prospects current employment issues/needs
· Worked independently to analyze and create online recruitment solutions 
· Scheduled, prepared and conducted web-based presentations to demonstrate appropriate products to prospective clients

FansEdge, Niles, IL							November 2006 – December 2007
Customer Service Representative
· Answered inbound calls in support of customer needs. Conveyed in a reassuring manner step by step instructions to resolve a wide variety of issues.
· Duties included: answering customer queries, data entry, problem solving and provided detailed information on customer accounts.
· Replied to e-mails sent to the company, in a clear concise manner
 
Windy City Fieldhouse, Chicago, IL					March 2004 – February 2007
 Supervisor/Event Facilitator
· Promoted to supervisor in 2005 after demonstrating superior skills as an events facilitator
· Responsible for the booking of courts and handling of accounts receivables 
· Coordinate and manage activities for birthday parties, bat/bar mitzvahs, and corporate picnics

Education	

Northwestern University, Evanston, IL                                                 September 2010 
Master of Arts in Sports Administration

Robert Morris University, Chicago, IL 					April 2006
Bachelors in Business Administration Degree
Major: Management

Professional Highlights and Professional Organizations
· President’s Academic Scholarship
· Full Athletic Scholarship as a member of the collegiate women’s softball team 
· Softball Offensive Player of the Year Award 2005
· NAIA Academic All-American Award 2005, 2006
· Member of Sigma Beta Delta Honors Society
· Selected Class Representative to present 2006 Commencement Address
· South Side Little League Softball Coach – Volunteer
· NACWAA Leadership Institute Attendee and Grant Recipient
· DePaul Academic Advising Network 2013
· Loyola Academic Advising Network 2014



