
Taneille T. Robinson  


Email: trrs82@yahoo.com
    878 NW 110 Ave. Plantation, Fl 33324
((954)632-4791
Objective: To obtain a position as a project coordinator and apply my experience and education to foster long term career growth. 
Relevant Experience
· Developed procedures for student withdrawal, cash posting and reconciliation and student write-offs for Kaplan Virtual Education

· Developed procedures to improve non-collections write-offs and student escalations to the VP of Student Finance for Kaplan Continuing Education

· Lead project to develop collections recovery and student reentry process for Kaplan Continuing Education
Education: 

Master’s Business Administration (MBA) – Project Management
Keller Graduate School of Management, Miramar FL, expected completion February 2012
Bachelor of Arts Sociology
Florida Atlantic University, Davie FL, December 2007
Employment History

Kaplan University

Drop/Refund Specialist 







Ft. Lauderdale, FL, 2009-Current
· Responsible for calculating a student’s institutional refund based on their attendance.  
· Review weekly credit balance report, audit accounts and take necessary action to resolve credits.
· Prepare check requests for student and third party refunds to home office, post refund checks to accounts.
· Coordinate with Financial Aid and Accounting to reconcile various reports; execute special projects as assigned.
·  Evaluate and resolve student inquiries and concerns.  

Business Office Assistant - Kaplan Virtual Education,


 
Ft. Lauderdale, FL, 2008-2009

· Developed procedures for student withdrawals, cash posting, cash reconciliation and write-offs.
· Coordinated with accounting team monthly with closing activities; generated monthly reports for cash, withdrawals and write-offs.  

· Partnered with Student Services to assist parents/students with account concerns and resolved outstanding issues. 

· Processed student withdrawals, calculated institutional refund based attendance and posted tuition charges/adjustments to the student ledger card. Posted student receivables, and processed the daily cash reconciliation.
· Conducted detailed account analysis and audits; executed special projects as assigned by Director.
Business Office Assistant – Kaplan Continuing Education 



Ft. Lauderdale, FL, 2007-2008

· Accurately processed student withdrawals, calculated institutional refund based attendance and posted tuition charges/adjustments to the student ledger card. 
· Prepared check requests for student and third party refunds to home office, posted refund checks to accounts.
· Generated monthly write-off reports for Business Office Manager and VP of Student Finance.
· Evaluated and resolved student inquiries and complaints.  
· Developed procedures to improve non-collections write-offs and student escalations to the VP of Student Finance.
· Coordinated and supervised collections recovery and student reentry project for VP of Student Finance.

Caribbean Tiles & More
Operations Manager 








 Lauderdale Lakes, FL, 2002-2005

· Supervised and coordinated duties of all store personnel and operations. 
· Ordered, received, organized and maintained store inventory. 
· Managed and coordinated all store claims and logistics and accounts payable and receivable files.
· Resolved customer complaints to ensure customer satisfaction and retention. 

Computer Skills: Microsoft Word, Excel, PowerPoint, Microsoft Projects, CampusVue, Orion, SharePoint
