T. Vincent Haynes II


                                       3921 Hereford St. APT 1S  St. Louis, MO 63109
 
                                        
Cell: (314) 477-5137  Email: thaynes2@slu.edu


SUMMARY

Over three years of experience in office support, customer service and academic research.

Outstanding written and oral communication skills. 

Great ability working independently and in a fast-paced team environment.

 Experience working with diverse persons private, non-profit and academic settings.
WORK EXPERIENCE

Office Administration

· Ordered office supplies, facilitated marketing campaigns and created partnerships with local intuitions.

· Maintained and updated databases within Excel and Access of thousands of prospective students.
· Scheduled one-on-one meetings by internet and by phone for Admissions’ counselors.
Customer Service

· Worked as an advocate for over one hundred families in danger of losing their homes to foreclosure.

· Served as a guide to prospective undergraduate students by marketing DePaul University as the perfect fit for their academic and extracurricular needs.
· Organized and scheduled campus tours for prospective students and their parents. 
Academic Research

· Assembled and analyzed qualitative and quantitative data at St. Louis University. 
· Administered surveys and analyzed data to facilitate the accreditation process of the department of Urban Planning and Real Estate Development.
· Observed subjects and transcribed notes for an educational study at DePaul University. 

PROFESSIONAL WORK HISTORY
01/2009 to 05/2009

Housing Counselor, Acorn Housing Corporation


St. Louis, MO

08/2006 to 05/2008

Graduate Assistant, St. Louis University



St. Louis, MO

01/2004 to 08/2005

Office Assistant, DePaul University, office of Admission

Chicago, IL

EDUCATION

St. Louis University, St. Louis, MO








GPA: 3.6/4.0

Master of Arts in Urban Planning and Real Estate Development
Graduation: August 2009
DePaul University, Chicago, IL









GPA: 3.2/4.0

Bachelor of Arts in Public Policy, emphasis in Urban Studies
Graduated in August 2005
HONORS AND ACTIVITIES

· Fully funded, Graduate Assistant in the department of Urban Planning and Real Estate Development St. Louis University.
· Completed Modern Architecture and the Modern City, a study abroad program, for Georgia Institute of Technology in western and northern Europe.
· Student member of the American Planning Association.
· Research Assistant for the department of Public Policy at DePaul University; My work was acknowledged in the book, Black and Brown: Race, Ethnicity and School Preparation by Dr. William A. Sampson.
· Member of the Liberal Arts and Sciences Honor’s program at DePaul University.

· Member of the Ronald E. McNair Scholar’s program at DePaul University.
SOFTWARE PROFICIENCY

High-level of proficiency in Microsoft Word, Excel, Access and PowerPoint.
