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Professional Experience Continued


Cheyenne Williams
1782 Danube Ct ( Aurora, CO 80011 ( cheyennewilliams@gmail.com ( 303.960.6119


 

Profile:


Higher education support professional offering versatile management skills and proficiency in Microsoft Office programs.  Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations.  Able to juggle multiple priorities and meet tight deadlines without compromising quality. Highly organized, efficient and skilled in a variety of office and executive support tasks, including:
	· Office Organization & Administration
	· Records & Database Management

	· Telephone & Front Office Reception
	· MS Office, Adobe Photoshop and Sharepoint 

	· Spreadsheets & Reports
	· Scheduling & Calendaring

	· Meeting & Event Planning
	· Skype, Facebook, LinkedIn, Twitter, YouTube


Education:

M.S. Organizational Leadership w/ Strategic Management Concentration 
Colorado State University 





Projected May 2013
B.S. Business Administration w/ Human Resource Management Concentration

Regis University 









Relevant Professional Experience:
· Develop curriculum for graduate level technology programs (MSGIS)
· Coordinate a student's transition from enrollment and facilitate their entry into classes

· Provide academic guidance, program planning, and career advisement to Undergrad and Graduate level students
· Manager over 250+ students in the Associate, Bachelor and Masters Level Technology programs 

· Coordinate with Admissions, Student Accounts and faculty to ensure each student is in good standing and on track to complete the degree program.

· Monitor student academic success including, but not limited to: GPA, SAP and Graduation Progress

· Act as a liaison with faculty members and staff in identifying students who may need additional support and resources.
· Deliver overall leadership of Financial Aid, Veteran Services, and Scholarship management. Formulate and submit institutional applications to funding agencies 

· Coordinate the Federal Direct Lending Program which includes awarding, disbursing, and reconciling loan amounts.

· Develop and prepare the annual budget for the Financial Aid and Records office; analyze and review budgetary and financial data; control and authorize expenditures in accordance with established limitations 

· Provide updates for staff regarding Federal Title IV regulations, compliance issues and policy changes. 
· Perform other duties as assigned by the President, Chief Financial Officer or the Executive Director.
· Proficient with Microsoft Office (including Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access, and Microsoft Outlook). 

· Proficient with QuickBooks and HRIS/ADP Software 
· Experience with Education software/platforms: CampusVue, Moodle, EdExpress, and Class/Workplace Technology

Additional Skills and Experience:

· Provided expertise and hands-on implementation of all HR functions as the sole HR professional and managed all HR duties including: Payroll Processing, Garnishments, New Employee Training and Benefits Information.

· Proven experience in team dynamics, leadership development, employee relations, management/leadership effectiveness and facilitation

· Answered mandated government reporting and recordkeeping requirements, Wage & Hour issues, OSHA compliance, Workers’ Compensation, risk management and safety program development and implementation.
· Provided monthly employee reviews to the company owner in order to increase job improvement. 
· Production Assistant and Voice over for the Open Media Foundation (10th and Osage Project)
Employment History:

American Sentinel University – Aurora, CO






08/2008- Present



Student Success Advisor 
XPD Security Inc. – Aurora, CO    








1/2007-08/2008
Accountant and Human Resource Manager 
Faith Seminary – Tacoma, WA     








6/2006-12/2006
Director of Financial Aid 
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