Kathleen A. Exman
2305 13th Street

Boulder, CO 80304

(303) 442-6922

Kathleen.Exman@gmail.com

Temporary Assignments (2/06 – present)
University of Colorado, Boulder, Department of Speech, Language, and Hearing Sciences
Position: Administrative Assistant III, Graduate Program Assistant (6/03-1/06)
· Responsible for student admissions, processing, and correspondence

· Registered and enrolled students for classes using SIS database

· Maintained compliance of Graduate School and departmental requirements

· Processed American Speech-Language Hearing Association (ASHA) applications for students and verified requirements for professional certification

· Processed and tracked faculty appointments and reappointments

· Administrative support to faculty and students

· Served as main front-line support and contact person, as well as provided information and assistance to faculty, staff, students, visitors, and public

· Submitted faculty text book requisitions 

· Coordinated and organized graduate student orientation, department open house, department graduation and recognition ceremony functions, and comprehensive exams

· Served as building proctor to Facilities Management on building upkeep and maintenance

· Coordinated and ensured building security with CU Police Department

· Provided notary public service

University of Colorado, Department of Chemistry and Biochemistry 

Position: Administrative Assistant III (11/96-6/03)

· Responsible for re-establishing and expediting the department newsletter distributed to over 3000 alumni.  Included coordinating, organizing, gathering information, editing, proofreading, layout and design, photography, and named the newsletter “Elements”
· Coordinated and maintained update of alumni with CU Alumni Association
· Organized and coordinated department reunion activities
· Organized and coordinated visits of departmental seminar speakers including scheduling seminars, lodging, announcements, and travel
· Provided administrative support to faculty

· Served as liaison and provided information to parents, students, faculty, staff, visitors, and public
· Organized and coordinated recruiting between visiting pharmaceutical companies and graduate students

· Assisted with undergraduate student class registration

· Provided notary public service

University of Colorado-Boulder, College of Business

Position: Administrative Assistant III (9/90-10/96)

· Assistant to Associate Dean.  Included correspondence, document preparation for the Dean and Associate Dean.  Responsible for scheduling Associate Dean’s calendar including travel arrangements

· Provided administrative support to faculty members

· Front-line support to students, faculty, staff, visitors, and the public

· Liaison for the International Study Abroad Program

· Coordinated College Research Newsletter

· Organized and coordinated College and University reunion activities

· Administrative support for the reaccreditation to the American Assembly of Collegiate Schools of Business (AACSB)

· College of Business telephone liaison

· Provided notary public service

University of Colorado-Boulder, Optoelectronic Computing Systems Center, Department of Electrical Engineering

Position: Administrative Assistant III (12/87-8/90)
· Secretary of Internal and External Relations

· Organized and coordinated National Science Foundation (NSF) meetings, conferences, retreats, workshops, symposiums, international and domestic visitor schedules, seminars, and lab tours

· Responsible for department correspondence

· Logged center disclosures

· Handled travel arrangements for faculty and visitors

Bragg and Dubofsky, Attorneys at Law

Position:  Legal Secretary (8/86-12/87)

· Litigation:  including discoveries, motions, and pleadings
· Maintained office building books 
· Office receptionist
References:  

Peter Ramig, Ph.D., Professor and Associate Chair, Department of Speech, Language, and Hearing Sciences, University of Colorado-Boulder, (303) 492-3049; Peter.Ramig@colorado.edu
Elizabeth Jancosek, Ph.D., Senior Instructor and Undergraduate Advisor Emerita, Department of Speech, Language, and Hearing Sciences, University of Colorado-Boulder, (303) 530-2627; Elizabeth.Jancosek@colorado.edu
James T. Hynes, Ph.D., Professor, Department of Chemistry and Biochemistry, University of Colorado-Boulder, (303) 492-6926; Hynes@spot.colorado.edu
Veronica Bierbaum, Ph.D., Professor, Department of Chemistry and Biochemistry, University of Colorado-Boulder, (303) 492-7081; Veronica.Bierbaum@colorado.edu
Robert Bruce Miller, Miller and Harrison, LLC, Attorneys at Law, 2305 Broadway, Boulder, CO 80302, (303) 449-2830

Additional references available upon request.
