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QUALIFICATIONS	
· 6 years of experience in developing, implementing and revising policies and procedures to ensure compliance with federal and state laws, regulations and college policies related to financial aid and scholarships. 
· Three years of experience in writing successful grants for for-profit organizations.
· 4 year of experience in trucking industry by including key vendors, transportation laws, union labor rates, and standard operating principles

WORK EXPERIENCE	
Chicago Professional Center								Wheeling, IL		
Financial Aid Director, Chicago Professional Center 		           			 July 2012 – Present
· Wrote, edited, and proofread accredited grants for ACCSC
· Developed, designed, revised, and updated all publications (website, college catalog, and other media) relating to financial aid, such as financial aid applications, forms used for tracking applications, correspondence forms, and brochures. Provide training and materials to College staff regarding the financial aid process.
· Advised students and parents regarding financial needs and problems, and recommended financial aid opportunities, academic progress, eligibility and procedures. 
· Maintained, researched and submitted information regarding budget as needed.

Business Registrar, Chicago Professional Center           					July 2009-July 2012
· Presented the program of admissions of new students to the school.
· Presented the school to prospective students and parents, which includes systematic and efficient handling of applications and communication with candidates and their parents; interviews with candidates and their parents; arrangements for admissions testing; securing of necessary student credentials; and communicating final decisions to the appropriate individuals. 
· Managed the admission office, created of the admissions budget, and appropriate admissions and marketing materials, mailings and publications.
· Organized and administered, with the head of school, the Financial Aid Committee, the program for scholarships and financial aid.
· Managed the re-enrollment of current students for the succeeding year. Protected relevant statistics on all aspects of the admission and re-enrollment program. Represent the school at various gatherings and conferences.

Operation Manager, Rush-n-Freight						       May 2003 – June 2008
· Managed work  flow  with the 24 hr operation;  planned process  across the  entire operation
· Controlled management staffing to ensure coverage; controlled driver shifts and staffing; coordinated shift turnover. 
· Monitored  company dispatch  and control systems; maintained service goals as established  by customer; handled all customer based  requests in a timely fashion; monitored  tractor control and maintenance  processes
· Handle driver issues as needed i.e. payroll shifts, vacation, etc.; coordinate with payroll clerk to resolve issues and maintain compliance
EDUCATION	
University Of Phoenix, Salt Lake City, UT	
	          	Bachelor of Science in Business Administration, June 2000 
             		GPA: 3.2/4.0
