

     Danielle Shulamith Muller
2020 Lawrence Street #706
Denver, CO 80502
(719) 271-8744, dmuller@ucdenver.edu

PROFESSIONAL EXPERIENCE
Administrative Specialist/ Office Manager   					May 2014-October 2014
The Enlighten Foundation, Denver, CO
· Provided administrative and general office support to the Foundation’s CEO and Founder, as well as the Interim Executive Director
· Assisted senior management in donor cultivation and retention
· Prepared agendas for all chapter and board of director meetings
· Assisted Accountant with preparing expense reports, invoices, and End of Year tax letters
· Maintained daily office functionality; monitored and purchased office supplies; tracked office repairs and maintenance orders
· Scheduled and booked trips and organizational events for all foundation speakers and guests
· Proofread and edited all incoming and outgoing documents, letters, invitations, and flyers
· Demonstrated expertise in customer service to all foundation constituents and members
Student Solutions Advisor							                                            2012-2014
Jones International University, Denver, CO
· Counseled individuals to help them understand and overcome personal, social, or behavioral problems affecting their vocational or educational situation
· Providing crisis intervention to students when difficult situations occurred at school
· Conferred with teachers, administrators, and other professionals to discuss students’ progress, resolve behavioral, academic, and other problems, and determine priorities for students and their resource needs
· Supported new student recruitment 
· Conducted new student orientation programs
· Maintained accurate and complete student records as required by laws and administrative regulations
· Prepared and retained students for later educational experiences by encouraging them to explore learning opportunities and to persevere with challenging tasks
Graduate Teaching Assistant – Composition 150 (CO150)                                                                                    2010-2012
Colorado State University, Fort Collins, CO 

Assumed sole responsibility for successfully and effectively teaching nine core, writing intensive course sections 
Instructed students with the use of social media (blogs, forums, and wikis) within the classroom
Administered effective age appropriate strategies for classroom management and discipline; differentiated assignments and assessments to meet the needs of every student
Counseled and assisted students in educational issues, such as course and program selection, class scheduling and registration, school adjustment, truancy, study habits, and career planning, and long-term success

English Tutor and Peer Mentor
Mansfield University of Pennsylvania ACT 101 Program, Mansfield, PA                                                              2008-2010

Oversaw all of the program’s writing instruction, as well as mentoring diverse academic communities
Taught students study skills, not-taking skills, and test-taking strategies, as well developing teaching or training intervention strategies and materials
Implemented outreach methods to encourage student retention
Providing crisis intervention to students when difficult situations occurred at school
Assessed students’ progress throughout tutoring sessions

Student Fundraiser and Junior Office Administrator		                                                                            2005-2008
Mansfield University of Pennsylvania, Mansfield, PA

· Maintained excellent and positive alumni and current student relations; understood and practiced exceptional communication and customer service skills
· Supervised and managed all essential call center operations

Assistant Librarian								         	            2003-2005
Ulysses Public Library, Ulysses, PA
· Instructed patrons on how to use reference sources, card catalogs, and automated information systems
· Performed clerical activities, such as answering phones, sorting mail, filing, typing, word processing, and photocopying and mailing out material
· Answered routine inquiries, and assisted patrons in locating library materials and other resources

SKILLS AND PROFICIENCIES
[bookmark: _GoBack]Computer Based Skills: Editing experience with APA, MLA and Chicago Manual of Styles of writing, Microsoft Office Applications (Word, Excel, and Powerpoint), Apple OS X Lion and Windows Operating Systems, Online Research, and General Database concepts and data retrieval systems, such as CampusVue, SAGE, and Salesforce. Utilized NSLDS, COD, FAFSA.gov, and private student loan database systems.

EDUCATION AND CERTIFICATES
Ethical Leadership and Communication Certificate, The Daniel’s Fund Initiative                                           Spring 2014
in Ethical Leadership, University of Colorado at Colorado Springs			             
     
University of Colorado Denver, Denver, CO	          					           Pending Graduation
MPA with a concentration in Nonprofit Management				

Colorado State University (CSU), Ft. Collins, CO             	                                                                             May 2012	
MA in English with a concentration in Composition and Rhetoric                                                                        G.P.A 3.7

Mansfield University of Pennsylvania, Mansfield, PA	                                                                                          Spring 2009
BA in English with a concentration in History and Creative Writing                                                                       G.P.A 3.3


