Ms. Tanya A. Taylor	Tanya.taylor@temple.edu
2506 N. 33rd Street, Philadelphia, PA 19132	267.226.4654

Objective: To obtain a challenging position that will allow me to contribute, as well as offer opportunities for personal and professional growth.

Personal
Skills: Over 33 years of successful employment within the administrative and customer services field. My ability to adapt to any environment has contributed to my success. I have excellent communication, interpersonal, analytical, technical and organizational skills. I am a highly motivated self-starter with the ability to work within a group as well as independently. Proficient in Outlook, Microsoft Office, Excel and PowerPoint, Internet, Kronos and Concur.

WORK EXPERIENCE
10/18 – Present 	TEMPLE UNIVERSITY
	Greek & Roman Classics, Asian & Middle Eastern Languages & Studies & Asian Studies Program
Schedule, update and complete class schedules in Banner; Register undergraduate students; Liaison with other departments to determine which cross list codes to enter in class schedule; Assist Chair with hiring, promotion, tenure and merit administration; Organize and maintain faculty contracts and files; adjunct hiring and onboarding process; Collect course syllabus and upload to OWLbox; Supervise work study students 

6/09-10/18	TEMPLE UNIVERSITY
Graduate Coordinator – Political Science Department
		Assist Chairman and Graduate Director in daily office tasks and applications process; Maintain M.A. and Ph.D. student’s records; 
Register students; Make travel arrangements; Process check request; Process paperwork and financial information for students receiving fellowship and teaching awards; Compile new applications via Cognos; Upload to Blackboard and Dropbox for committee to review; Maintain calendars through Outlook; Supervise work-study student

8/94-6/09 		TEMPLE UNIVERSITY
Secretary IV - French, German, Italian, Slavic Department
Assist Chairperson in departmental/university related matters; Make sound spontaneous decisions in the absence and/or presence of the Chairperson;  Assist Chairperson in faculty recruitment; Ensure new hire paperwork is completed and processed; Keep accurate and updated records for faculty and students; Disseminate, collect and handle all materials for Graduate Reading Exams; Review monthly cost-center statements; Ensure all acquisitions and expenditures conform to budget and supervise work study students. 

5/04 – Present	Home Real Estate & Development, Philadelphia, PA 19121 
	PA Licensed Real Estate Agent.

TEMPLE UNIVERSITY, Philadelphia, PA 19122
8/92-8/94 Secretary II, Religion Department
8/89-8/92 Receptionist/Secretary, Special Recruitment and Admissions Program 
3/87-8/89 Receptionist/Secretary, College of Arts and Sciences – Academic Advising Center


EDUCATION
2017	TEMPLE UNIVERSITY, Masters, Fox School of Business, Human Resource Management	
2005		   PA Notary Public
2003		  TEMPLE UNIVERSITY, Bachelor of Business Administration, Business Law
  Certificate: Human Resource Administration
1984	GRADUATE, LITTLE FLOWER HIGH SCHOOL, Philadelphia, PA 19140

VOLUNTEER  
3/16-Present     Je Suis Beni 
                            Executive Director – Non Profit Mentoring Program 
· Oversees the daily administration, programs and strategic plan of the organization
· Recruit and hire volunteers
· Community outreach
· Develop, maintain, plan agendas and support Board of Directors
· Assist in marketing
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