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	SUSAN TYRA

	Objective
	To use my expertise in Financial Aid, Public Speaking, and Education to guide students and the education industry to reach their goals and be successful. 

	Experience
	5/1/02 – 2/20/2014                
	The Art Institute of California—OC
	Santa Ana, CA

	
	3601 W. Sunflower Ave, Santa Ana, CA 92704                                      714-830-0200

Associate Director of Financial Aid                                                             $55,000/year

· Promoted to Associate Director in May 2011 with responsibility over five FAOs, an Admin Assistant and four Federal Work Study students. Also backup for nine other New Planning FAOs working with Admissions. Instituted cross-training for more efficiency so all tasks would have backup and a more effective department.
· January 1, 2006, became Assistant Director of Financial Aid.  Additional duties to those listed below included: responsibility for four FAOs, additional weekly reports, appointment backup, and training.  

· November 2010 and October 2013, became Interim Director while Director was on maternity leave. Managed the entire department, was a member of the Executive Committee and took part in effectively managing issues and events for the entire campus with the Campus President and other department heads.
· Worked cohesively with Admissions to facilitate outstanding service to prospective students and their parents.

· Would track, process, award, and disburse all federal, private, institutional, and non-institutional aid.

· Ensured compliance with Title IV regulations and coordinate all compliance activities.
· Strategically identified and addressed financial issues impacting student enrollment and retention.

· Met all deadlines and complete all weekly, monthly, and quarterly assignments.
· In-depth knowledge of financial aid policies, regulations, procedures, and eligibility requirements.
· Created Employee Department Handbook (hard copy and electronic) 
· Actively involved in promoting the Cal Grant to all departments on campus as the character “Mother Grant” invoking a positive approach to completing the FAFSA by the Cal Grant deadline. 

· There has been marked growth in confidence, camaraderie, and work ethic since becoming Associate Director. Unpaid aid payments have increased, verifications completed sooner, and staff is happier at work. 

· Completed new tasks that were not on the assessment of responsibilities while the Director was out on maternity leave: Specifically, guiding the department through the 180/90 transition and working in unison with Academics and the Registrar; completing the Cal Grant report payments; completing special tasks for corporate; working cohesively with the Registrar on multiple projects.

	
	7/3/00 – 12/14/01
	South Coast Repertory Theatre
	Costa Mesa, CA

	
	655 Town Center Drive, Costa Mesa, CA 92626                                   714-708-5500
Business Secretary                                                                                           $28,000/year

· Prepared and managed confidential files and contracts for actors and designers. 

· Maintained production files for all shows performed on the premises.
· Assisted Business Manager with correspondence, phone calls, business follow-up, and customer service.
· Assisted Managing Director with correspondence, business meeting minutes, phone calls, and customer service.

· Organized and maintain the inventory for Front of House for items sold to patrons.

	
	5/1/97 – 8/1/99
	Tyra Association Management
	Santa Ana, CA

	
	1414 N Lowell, Santa Ana, CA 92706                                                   209-769-5728 
Owner and Executive Director                                                                        $24,000/year

· Managed two trade associations for the pool and spa industry from my own home business.
· Worked cohesively with members and potential members through monthly correspondence, membership announcements, and managing board and committee meetings.  
· Planned annual special events, awards banquets, and golf tournaments.

· Wrote and edited two monthly newsletters.
· Liaison between association and media, membership and customers.

· Strategically identified and addressed issues impacting the membership and retention.

· Attended community events and distributed safety and health information to the public. 

	
	

	Education
	1999-2000
	CSU Fullerton   Bachelor Degree in Theater Arts
	                    Fullerton, CA

	
	1988-1990                                  CSU Fresno – Education and Theater                                 Fresno, CA
1987-1988                            Merced College – Public Speaking and Theater                        Merced, CA
1972-1974                      Ricks College   Associate Degree in Speech Communications       Rexburg, ID

                                 (Ricks college is now known as Brigham Young University – Idaho)        

	Interests
	Writing, theatre, music, cooking, event planning, public speaking, graphic design, woodworking

	Skills
	· Highly organized with strong attention to detail and the ability to prioritize. 

· Capable of working in a fast-paced, dynamic environment with a high level of integrity and ethics.

· A self-starter with excellent interpersonal and communication skills, written and spoken.
· Ability to work unsupervised, prioritize, and meet deadlines under stressful situations.

· Knowledge of MS Word, Excel, Outlook, and PowerPoint

	References
	References are available upon request.



