ptroll

Professional Experience:

Jan 2014 – Present
Professional Case Management, Staffing Coordinator

· Closely assist clients with maintaining in home medical care.

· Communicate recruiting and scheduling needs to all departments.

· Provide orientation/instruction to all newly hired nursing staff 

· Provide detailed communication between clinical and    management staff

· Maintain accurate client and nurse schedules for the Southern region of the U.S.

June 2011-Jan 2014
ITT Technical Institute, Senior Recruitment Representative
· Conducting student orientation presentations

· Track and maintain all student entrance information for registration and finance teams

· Source student candidates; use a variety of recruitment resources
· Conduct face-to-face interviews, telephone interviews and e-mail      

      correspondence to prospective students to determine their    

      educational needs, concerns and interests.

· Closely assist and mentor students through admissions process.

· Communicate approved presentations to promote 

      programs to prospective students.

· Create and initiate special recruitment promotional activities. 

Sept 2008-April 2011
Bryan College, Executive Assistant / Learner Services Coordinator 

· Distribute. Collect, analyze and report student assessment surveys and staff performance assessments
· Manage online social media/ Campus Facebook page 
· Preparing accurate weekly and monthly reports tracking accreditation statistic information 
· Ensure compliance with state and federal regulatory, updating required documents quarterly and annually
· Academic advising/academic support

· Recruit, train and track work schedules for tutoring staff

· Conduct faculty classroom observation and report to management teams

· Arrange student fund raisers and non-profit volunteer events

· Generate supplemental student seminar/workshops

· Conducting student orientation presentations

· Create new student schedules and track schedule changes 

· Collect community resources for student needs

· Oversee tracking of retention percentages/analysis

Sept 2007-Aug 2008
SCI Engineering, Inc., Administrative Assistant


· Maintain Employee Files
· Provide organizational and operational support 
· Draft and edit letters, proposals, and reports 

· Coordinate a variety of marketing projects 

· Coordinate schedules/calendars for technicians  

· Scan, file, organize, fax, mail, order supplies, etc.

· Data entry and analysis

May 2007-Aug 2007
Mega Force Staffing Agency, Office Support




· Ensure compliance with state and federal regulatory, while 

      maintaining confidentiality.

· Process new temporary staffing applications

· Explain policies and procedure for obtaining temporary work to new applicants

· Assist with the administration of the Company’s compensation program

· Counsel employees regarding policies

· Oversee distribution of applicant files to staffing agents

· Marketing: community outreach, flyers, advertisements

Jan 2004-Dec 2006       20th Century Fox/ Sony, Free-Lance Production Office Assistant
· Assist with coordination of talent blocking on set (provide explanation of scene and talent requirements)

· Assist Directorial staff in all aspects of production

· Coordinate cast and crew time cards and payroll

· Coordinate background castings, and talent schedule 

· Disseminate information to all departments

· Coordinate meetings for producers and director

· Train new production assistants

Education:
Asbury University, Bachelor of Arts, Media Communications 

December 2003 Graduate.

Internships:    

20th Century Fox Feature Production Office





Fall of 2003.  Executive Producer Assistant




2002 Olympic Games Salt Lake City. 





Producer Assistant and Production Team.

Certifications:


Intermediate Microsoft Word – MSU





Mistake-Free Grammar and Proofreading – Career Track





The Pacific Institute TPI Concepts Training

Skills:



Student Information systems upkeep, five years experience

Ability to utilize computer technology to access data, 



Records maintenance, 

Generate accurate and timely reports. 

Excellent working knowledge of Excel and Outlook.

Strong interpersonal skills and knowledge of basic counseling techniques, including five years in student relations.
Academic Advising
Social Media Expert

Transition and Guidance Counselor with Asbury University

Assessing Educational Program Outcomes

Julie D. Sonner


9335 Quitman Street


Westminster, CO  80031


Phone:  (937) 423 - 5544
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