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PROFESSIONAL PROFILE: Organizational Development professional with over 20 years of experience leading cross-functional and internal teams in planning and executing outcome-driven initiatives. Demonstrates talent for identifying gaps in workflow processes, deploying effective change management initiatives and implementation strategies. Work under strict deadlines and implement solutions for change. Communicate and resolve project issues.
PROFESSIONAL EXPERIENCE

University of Pennsylvania School, School of Nursing, Philadelphia, PA               
          July 2006 – Present

Administrative Coordinator
· Provide administrative support to the Vice Dean, Associate Dean and Assistant Dean including meeting support, agenda and presentation preparation, maintain supporting files and documents
· Maintain extensive calendar management including internal meeting preparation and follow-up.
· Serve as Business Administrator for several departments: process invoices and travel reimbursements for payment, order supplies, schedule yearly budget meetings for all departments and centers
· Composes routine correspondences and memos 
· Provide assistance on special projects for the Vice Dean, Associate Dean, Assistant Dean, the Dean’s Office, the Office of Institutional Development, and the Office of Human Resources 
· Serve as an assistant to the Office of the Dean of Nursing and provide phone and office coverage when necessary
· Assist the Business Office with financial reports, budget entries, journal entries and annual School wide budget meetings
· Provide critical assistance to the Office of Institutional Development in support of the Claire M. Fagin Hall Gala: made hotel reservations for guests, accepted RSVPs and sent attendance confirmation letters 
· Committee member for the Dean’s Planning Committee: Planning of year end celebration for the Dean’s departure
· Assists with school wide training for new VoIP telephone system
· Planning and coordinating the School’s annual staff luncheon and holiday party
· Assists the Assistant Dean with updating the Practice & Community Engagement website, research and surveys
· Project Management
University of Pennsylvania , Philadelphia, PA               
Scholar Practitioner






         May 2015- December 2017
Organizational Development, Consulting and Executive Coaching

· Participated and contributed to projects that implemented key strategies towards creating and sustaining a high performing organization. 
· Worked collaboratively at all levels of the organization to ensure effective team operations, clarity of roles, and employee engagement.  
· Actively supported continuous improvement and change management within the organization aligned to organizational priorities. 
· Provided support to the facilitation, team development, whole systems analysis, process reengineering and organization development services in alignment with organizational strategic plans.
Confidential (For-Profit, Media Company), Philadelphia, PA 

August 2016 – November 2016

Consultant, Organizational Development (Contractual Internship)

· Served as an organizational advisor to senior leadership and the human resource team. Conducted needs assessment, task analysis and process improvement implementation. 
· Led administrative and operational analysis of surveys and new hiring engagement. Participated in cross-functional project teams as needed. Provided shadow consulting for HR professionals. Linked business initiatives to organization/team development activities. 
· Conducted research studies of physical work environments, organizational structures, communication systems, group interactions, morale, or motivation to assess organizational functioning. Conducted presentations on research findings for clients or at research meetings. 
· Developed interview techniques, rating scales, abilities, and interests for the purpose of employee selection. Conducted individual assessments; interpreted measures and provided feedback for the selection process. Developed and implemented employee selection or placement programs. 
· Identified training and development needs. Wrote reports on research findings and implications to contribute to general knowledge or to suggest potential changes in organizational functions. Observed and interviewed workers to obtain information about the jobs as well as information about aspects such as job satisfaction
HILTON HOTELS & RESORTS, Philadelphia, PA                                                                   January 2017 – April 2017

Consultant, Organizational Development (Contractual Internship)


            

· Analyzed online guest data. Designed, developed and conducted customer service research using the mystery guest approach to observe current organizational norms and customer engagement. 
· Prepared recommendations based on empirical data collected and presented findings to senior level executives.  Built trust based relationships with internal stakeholders. 
HOPEWORKS, Camden, NJ




                               January 2017 – April 2017
Executive Coach (Contractual Internship)


· Facilitated the resolution of interpersonal conflict in the workplace. Conducted comprehensive assessment processes (360-Degree feedback, interviews, etc.), collaborated with client and identified areas of challenge. 
· Focused on organizational processes, performance management and leadership. Worked with client to clarify purpose and goals. 
· Facilitated one-on-one sessions with client, adopting styles and methods suited for the session.
UNIQUE ADVANTAGE, Philadelphia, PA                                                                                      July 2005 - July 2006
 Administrative Coordinator for Office of Nursing Research 




      

· Collaborated with the media office to prepare a comprehensive list of all of the 2006 awards, including correct titles, funding agencies, investigators and time frame for each project that was included in the School’s Up Front magazine
· Assisted with pre-award preparation of grants/proposals for submission to federal organizations 
· Edited and proofread grants/proposal for the correct data, transmittal forms and PHS 398 forms 
· Scanned proposals and created PDF documents for grants submitted in electronic format
· Served as the first point of contact for the office
· Delivered grants and proposals to the Office for Research Services and the Office of Regulatory Affairs
· Prepared projects and supervised work study students
· Collaborated with the Dean’s office to provide data 
Staff Assistant for Office of the Executive Vice President



   May 2005 - June 2005
· Assisted with office management and meeting scheduling
· Monitored the office when needed while staff was away
· Worked on special projects and other duties as assigned
University of Pennsylvania School, Perelman School of Medicine, Philadelphia, PA     June 2003 - May 2005
Resident Program Assistant /Administrative Coordinator to the Vice Chair of Medicine



· Assisted 154 interns and residents with travel reimbursements, course registration, lab coat orders, meal tickets and payroll issues.  Completed and processed all verification forms for current and past residents.
· Performed payroll time entry for all residents and interns. 
· Managed all accounts payable issues for the office, reconciled monthly departmental expense statements, processed tuition forms, deposited departmental funds using Ben Deposits, contacted vendors for accounts payable issues, and processed and handled all petty cash receipts.
· Assisted with coordination of interviews for the incoming interns, handled all food orders for the department of Medicine’s daily meetings and ordered certificates and lamps for the Residents that finished their training in the Department.  
· Registered residents for their ACLS re-certification course. 
· Tracked attendance records for residents and interns at the VA, HUP and Presbyterian.
· Scheduled all meetings and appointment for the Vice Chair of Medicine
Administrative Coordinator to the Vice Dean for Research and Research Training  September 1999 - June 2003
· Managed lab staff’s daily administrative needs and maintained laboratory supplies 
· Provided assistance to medical students for projects and presentations 
· Aided customers with various problems or inquires between customers and students
· Coordinated all travel arrangements and itineraries
· Organized meetings, conferences, schedules and correspondences, worked with subcommittees to successfully complete assigned tasks, organized files, and machine transcription
· Processed inventory and maintained supplies using Ben Financials purchasing system, processed reimbursements, tracking and resolved accounts payables issues, record keeping and reported production
· Processed all HR paperwork for new staff and lab members, problem solving and conflict resolution
· Assisted with library research, year-end grant close out and grant preparation
EDUCATION
University of Pennsylvania, Masters of Science in Organizational Dynamics 

Concentration: Organizational Consulting/Executive Coaching

University of Pennsylvania, The Wharton School, Bachelors of Business Administration  

Concentration: Marketing and Management

PROFESSIONAL DEVELOPMENT
· LIFO Certification Training - Understanding the differences in how people work, how they receive information, and how they deliver information.
· Federal Grant Writing Certificate – Course on best practice tools, techniques for writing a winning grant proposal and how to write each section of a proposal.
· Strategy Execution in a Digital World: The Discipline of Business Process Management Certificate Executive course for leaders seeking to implement and drive successful strategy execution into the next decade.
· Executive Coach and Organizational Consultant Certificate - Certificate focused on the human side of business, examining the subtleties of human behavior within existing systems, addressing multi-dimensional challenges and transforming culture.
· Organizational Leadership Studies Certificate – Certificate focused on identifying an organization's strategies for optimal function, which advances the understanding and practice of leadership in diverse organizational contexts in a wide variety of business.
· University of Pennsylvania School of Nursing 2016 Partners in Excellence Program Award for Excellence in the Face of Extraordinary External Circumstances
· Received Kudos and Thank you notes
ASSOCIATIONS
· Organizational Dynamics Advisory Council
· Graduate and Professional Student Association 

