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	Jennifer Burt	Rochester, NY 14624	Phone: 585-748-6413 | Jnminch@yahoo.com


	
	Objectives
Organized and driven administrative professional with more than six years of experience in higher education seeking a management position where I can utilize my strong work ethic to develop, direct, and enhance processes related to the success of the department. 
Education
Rochester Institute of Technology Rochester, NY
Master’s of Business Administration (Anticipated: 2025)

Rochester Institute of Technology Rochester, NY
Bachelors of Science Business Management (2022)
Dean’s List

Rochester Business Institute Rochester, NY
A.A.S. Business Administration (2007)
Dean’s List/President’s List

Experience
Manager of Student Services
(7/1/2022 – Current)
Rochester Institute of Technology (1 Lomb Memorial Drive Rochester, NY 14623)

Develop processes, policies, and procedures for staff and faculty
Hire, train, and supervise the student services professional staff in the department along with student ambassadors
Meet with all prospective students and accepted students and families. Serve as the primary contact for all external inquiries as well as communication with current faculty, staff, and students
Oversee execution of course scheduling, co-op evaluation and grading, student record tracking, procurement, student and adjunct payroll, websites and student database updates
Organize new student registration and waitlists
Work closely with program coordinators and academic advisors on certifications and academic actions. Administer and interpret policies on suspension and probation
Oversee all major events including Open Houses, New Student Orientation, and Commencement 

Senior Staff Assistant
(12/1/2015 – 6/30/2022)
Rochester Institute of Technology (1 Lomb Memorial Drive Rochester, NY 14623)

Supports the Chair of the department, the Graduate and Undergraduate Program Coordinators, and the Manager of Student Services
Responsible for Chair’s calendar and the resolution of situations and problems as they arise daily
Manages and supports faculty members with a wide variety of requests for room scheduling, problems in the classrooms, grade changes, scheduling meetings, course assignments, textbook orders, academic dishonesty cases, and processing faculty travel and budget paperwork
Manages all aspects of course scheduling and rollovers for the department. Corresponds with the Chair, faculty, and manager regarding assignments, student demands and faculty loads
Acts as the main point of contact for the college scheduling officer for all aspects of course offerings, enrollment controls, restrictions, wait lists, and faculty assignments. 
Work with the department hiring committee to implement the faculty recruiting process. Organize all applications and resumes for faculty review. Arrange travel to RIT, hotels and interview schedules. 
Process adjunct hiring letters and entry into Oracle 
Main contact in the office for reserving and scheduling department lab space and conference rooms

Leasing Specialist 
(8/1/2014 – 11/31/2015)
DePaul (150 Mt. Hope Avenue Rochester, NY 14620)

Prepare resident files to include all preparatory paperwork
Prepare move-in packets and maintains a supply of all pertinent materials
Follows through with lease renewal including typing of pertinent forms
Assists applicants with the application process. Notifies denied or approved applicants immediately in writing
Coordinates appointments for completion of application, lease signing, and recertification
Update all applicable referral agencies
Follows up on all prospective residents in a timely manner 
Updates vacancy/rental spreadsheet daily

Administrative Assistant to the Vice President of Quality Management
(4/1/2008 – 8/1/2014)
DePaul (1931 Buffalo Road Rochester, NY 14624)

Schedule and coordinate meeting for Vice President and Director’s 
Organize New Employee Orientation and New Employee Welcome
Record, compile, transcribe, and distribute minutes of meetings
Prepare and modify documents including correspondences, reports, drafts, memos, and emails
Maintain electronic and hard copy filing system 
General clerical duties including but not limited to photocopying, faxing, mailing, and scanning
Input incidents quickly and efficiently
Maintain office supplies
Answer multi phone lines 
Assist with day to day functions of the Quality Management Department 
Skills
· Knowledgeable of Student Information System, Oracle, BrassRing
· Highly experienced with Microsoft Word, Power Point, Outlook, Excel and Publisher
· Ability to maintain a high level of confidentiality and professionalism 
· Prioritize and organize daily work tasks along with unexpected requests 
· Extensive customer service experience
· Ability to work independently as well as in a team
· Ability to quickly and accurately input data entry 
· Meet deadlines in a fast paced environment 
· Communicate effectively and professionally 
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