Dorothy Hill

817 Bitternut Road • Columbia, SC 29209 • tel: 803.309.2806 • dorothyhil@yahoo.com

PROFILE

I’m a skilled administrative specialist with expertise working with diverse populations on a range of complex issues. 

RELEVANT EXPERIENCE

04/2008-04/2011, Assistant to the Campus Dean, Strayer University • Columbia, SC

· Manage the academic department in the absence of the Campus Dean ensuring all academics functions runs smoothly.  Make administrative decision for that department, and collaborate with managers regarding operation change.  Prepare detail reports relating to campus events, student retention and advising.  Maintain retention goals to ensure students are enrolling each quarter, and student matriculation standards are within university policies.
· Monitor the enrollment of student on campus to ensure courses meet capacity.  Report inconsistences with campus classes, and correct these issues.  Monitor outgoing reports to various and ensure these reports are completed by the appropriate staff member in a timely manner. 
· Preform quarterly audits for the department to ensure compliance of all university policies.  Consistently monitor changes in academic policies and procedures, and ensure compliance of the academic department.
· Counsel and advise an of average of twenty-five adult students daily via email, telephone and in person regarding their academic career and university academic policy.  Ensure students understand the goals they need to accomplish to complete degree requirements. 

· Maintain a cohesive academic community on campus by providing a high quality customer support for students and staff.  Consistently demonstrate professionalism, tact and courtesy under difficult situations.  Act as the student liaison when conflict arises with staff or faculty members to ensure compliance with university policies. 
· Assist in the recruitment of qualified faculty members to teach on campus, and provide training for new staff and faculty members.  Ensure all academic policies are followed by student’s staff and faculty members, and ensure they understand these policies.  Provide all administrative duties for the Columbia Campus in a fast pace environment while keeping deadlines. 
· Plan and organize campus events relating to the academics department, and ensure these events run smoothly.  Establish and maintain effective collaborative relationships with local colleges, state and federal agencies to assist adult students in obtaining information and assistance. 
Key Accomplishments:  Manage daily operations in absents of Campus Deans while serving students, staff and faculty members.  

05/2006 to 03/2008, Administrative Specialist/Records Manager, Governor’s Office of Veterans Affairs • Columbia, SC

· Utilize outstanding oral communication skills to effectively communicate with veterans and their families, as well as federal, state and local officials, veteran’s service organizations and community groups.  Respond to inquiries from state legislative and congressional officials on veterans’ benefits and other related issues.  Interact daily with veterans and families, in person and via telephone, who have a wide range of understanding and education, as well as psychological and emotional well-being.  Consistently demonstrate professionalism, tact and courtesy, even under highly emotional or difficult situations.   

· Establish and maintain effective collaborative relationships with federal, state and local agencies, professional organizations and others to assist veterans and share authorized information about veteran needs with an eye to obtaining assistance and making the appropriate referral.  

· Provide technical advice and counsel to veterans, their dependents, and beneficiaries via telephone regarding the full array of benefits available through the Department of Veterans Affairs, as well as non-VA benefits available through other organizations to include those available from the State of South Carolina.  Interact with Veteran Service Officers (VSO), as required, to assist veterans and their family members with the VA Claim process.  

· Research, analyze and interpret complex federal and state regulations and information and data gathered from a variety of sources to support the full range of veterans’ needs.  Explores all avenues of assistance available to veterans, beneficiaries, and dependents; takes positive action to encourage individuals to fully utilize these benefits.  When necessary, take ownership of callbacks and conduct follows-up with the veteran or other callers on result of research and explain the types of documents needed to facilitate timely processing of claims and provides assistance, as necessary.  
· Prepare complex and detailed written reports, correspondence and other similar documents and maintain accurate and complete records and files for over 60,000 veterans and other beneficiaries.  Prepare reports and files used by VSOs at administrative and by supervisor to prepare the quarterly report for the legislature.  Utilize Word, Excel, PowerPoint and Outlook to prepare written documents and presentations.  All written work demonstrates proper word use and grammar, is free from spelling errors and appropriate for the audience intended.

· Coordinate office distribution to include all incoming and outgoing mail; schedule pick-up from satellite offices.  Reviews VA claims for completeness and determine which items to forward to the agency’s Veterans Service Officers for review and action.  Review and process military discharge documents (DD 214) and forward paperwork to the appropriate office for processing and/or archiving.    

Key Accomplishments:  Instrumental in developing the concepts and procedures used to establish the future State Veterans Affairs office virtual file system.  Developed the agency’s first-ever training manual for the administrative assistance position.    

11/2004 to 02/2005, Administrative Specialist (Temp), SC Department of Health and Human Services • Columbia, SC 
· Provided technical assistance to the division staff on administrative matters; identified and resolved problems pertaining to office procedures.  Performed administrative duties to include scheduled and set-up meetings, seminars and conferences attended by Division Director and 15 staff members; researched appropriate Medicaid manuals for errors.  Answered incoming calls and referred calls to the appropriate staff member for action.  
· Tracked grants approval and expenditures and managed a procurement budget in excess of 30,000.  Established and managed a suspense tracking mechanism that resulted in over 15 staff members returning projects to include grant applications to the director and other external agencies by the established suspense date.   
· Wrote and proof read all outgoing correspondences such Medicaid manuals.  Ensured all written documents demonstrated proper word use and grammar, was free from spelling errors and appropriate for the audience intended.  Provided administrative support in producing all forms of office communication

·  Maintained and updated personnel files for 16 state employees.  Files included merit promotions, vacations, personal leave, and approved travel documents.

EDUCATION

Columbia College • Columbia, South Carolina


B.A. in Political Science, May 2003, 128 semester hours

Strayer University • Columbia, South Carolina

Executive Graduate Certificate in Human Resources, June 2010
VOLUNTEER SERVICE

Richland County Recreation Center Eastover, 2007
ORGANIZATIONS

Strayer University International Business Club, Active Member 

South Carolina Student Legislature, 2002-2003 

SPECIALSKILLS

· Five years customer service, sales experience, and professional administrative experience

· Proficient in MS Suite, Access, GroupWise, Lotus Notes, Outlook, Photoshop, GIS and FrontPage
