Renee Burrell

4511 Weitzel Ave

Baltimore, Maryland 21214
410-627-4667

MrsReneeBurrell@aol.com

OBJECTIVE
Distance Education Professional: Seeking an opportunity to help produce, coordinate and promote distance education in an academic environment.
SUMMARY
Business Skills
· Coordinate special meeting, conferences and retreats.
· Monitor spending, reconcile purchasing card and other accounts

· Supervise administrative staff.

Distance Education Skills/Knowledge
· Cost/benefit and cost/effectiveness analysis 
· Develop proposals introducing new technology
· Create learning activities

· Instructional design and evaluation of program design.
· Lesson design using multimedia
EDUCATION










December, 2012
University of Maryland University College
Spring 2016 

3501 University Boulevard, East
Grad. Candidate
Adelphi, Maryland 20783




Master of Distance Education, Teaching and Learning

February, 2008
University of Maryland University College
to January 2012
3501 University Boulevard, East

Adelphi, Maryland 20783

Bachelor Degree, Business Administration major, GPA 3.60

September, 2005
Towson State University
to May 2007

8000 York Road




Towson, Maryland 21252





Major, Business Administration major
September, 2001
Eastern High School
to May 2004

33rd Street




Baltimore, Maryland 21214





Diploma, Accounting major
EXPERIENCE
Coppin State University


9/08


Current

9/06


8/08

University of Maryland Biotechnology Institute

701 E. Pratt Street, Suite 200

Baltimore, Maryland 21201
Academic Program Specialist

· Provide administrative support to the VP of Education, Outreach and Workforce Development: 
· manage calendar, schedule appointments, coordinate details for meetings, assures VP is briefed before meetings
· coordinate travel, travel reimbursements
· compose correspondences requiring comprehensive knowledge of departmental policies and procedures
· summarizes and prioritize review of correspondences, screens items to be handled personally and forwards reminders with necessary background material

· independently handle matters or refers inquires to others as appropriate.
· Provide administrative support to the Office of Education, Professional Advancement, and Training (EPAT)
· Schedule monthly faculty, staff and education meetings.
· Create web pages and web environments 
· Collects and enters information needed for databases and tracking system.
· Serves as a liaison between student, faculty and staff regarding payroll, benefits, reimbursements, and other administrative matters.
· Monitor spending, reconcile purchasing card and other accounts, and reallocate charges as appropriate. Records details of financial transactions and processes documents such as invoices, vouchers, receipts, and requisitions. Prepares financial statements and summaries. 
· Serve as the department’s liaison for Operations and Finance matters. 
· Negotiate with vendors.
· Supervise the activities of clerical staff including establishing priorities, training and evaluating performance.
· Coordinate Faculty Promotion and Tenure activities:
· Appointment, Promotion and Tenure Review: Assist in the development, implementation and maintenance of the faculty affairs database, provide administrative support for appointments, promotion and tenure review of faculty, track eligibility of faculty, facilitate committee nomination, ensure that all required documentation is complete, maintain records related to the review process, compose communications, schedule meetings, assist with program evaluation and procedure development, maintain confidential files.
· Faculty Adjunct Appointments: Receives requests for adjunct appointments, submit to VP,EPAT for review, compose appointment letters, obtain signatures and forward copies to appropriated faculty and staff.
· Faculty Annual Review: Assist in the development, implementation and maintenance of the faculty  database, review documentation for completion, compose notification to faculty and Center Directors, track and send notifications of outstanding documentation, serve as liaison between EPAT, Centers and Human Resources
· Coordinate Graduate Students activities:

· Develop surveys to assess needs of students and faculty, develop graduate student handbook
· Build cohesive relationship with UMBI graduate students by working closely with the UMBI Student Graduate Association, serve as point of contact between students and administration
University of Maryland, Baltimore



04/98

11/05

Baltimore, MD 21201

410-706-7650

Coordinator, School of Pharmacy

Coordinator, School of Medicine


· Develop, coordinates and implements continuing education program for University of Maryland, School of Pharmacy.

· Coordinates programs by selecting site location, preparing and coordinating advertising, securing course approval, contacting faculty/speakers/presenters and arranging catering and audiovisual services.
· Coordinates registration process for courses and conferences; determines limitation or extension of enrollment proceedings.
· Coordinates evaluations of conferences and courses; follows up on evaluations received to determine impact on future continuing education programs.
· Prepares reports on courses and conferences including minutes of committee meetings, summaries and course evaluations.
· Prepares and coordinates advertising materials for programs; develops advertisements, brochures and flyers.
· Oversee, provide and coordinate technical and administrative review of application materials prior to submission to the Institutional Review Board (IRB)
· Compile and type minutes for monthly committee meetings.
· Coordinate, maintain and produce annual/periodic financial reports for various budget accounts.
· Oversee academic projects assisting in planning all activities involved in organizing lectures, conferences, seminars, workshops and long distance learning opportunities.
· Support academic programs including recruitment, selection, admission, registration, orientation and progression of students, residents and participants
· Responsible for coordinating events, preparation of manual and written documents and maintenance of academic statistical data.

St. Agnes HealthCare




5/96

3/98

Community Care Center

900 Caton Ave

Baltimore, MD 21229

(410) 368-2853

Executive Admin Assistant, Community Care Center

•
Provide administrative support to Adult and Pediatric Outpatient director, assistant directors, nurse managers and staff.

•
Route and/or resolve patient complaints.  Inform patients of the new state of Maryland managed care regulations.

•
Manage and maintain payroll for rotating on-call physicians and support staff.

•
Schedule monthly QA, faculty, staff and education meetings.  Liaison between nurse manager and staff.

•
Type and proof correspondences, tables, charts, departmental procedures and service manuals.  Create graphic designs for posters and bulletin displays.

•
Work closely with Purchasing Department and Print Shop in maintaining supplies and equipment for each clinic.  Assist in the care and maintenance of office equipment.

University of Maryland Medical System


9/88

4/96

22 South Greene Street

Baltimore, MD 21201

(410) 328-3789

Administrative Assistant II, Laboratories of Pathology



•
Perform administrative support including scheduling and coordinating meetings for director, division heads and lab manager.  Provide research support to special projects.

•
Maintain medical journals

•
Type and proof correspondences and procedure manuals. Compile statistics and present information in table or chart format. Prepared reports for project evaluation, compliance and survey participation purposes.

Secretary II, Biomedical Engineering



Administrative Duties/Responsibilities

•
Perform administrative support to managers, supervisors and staff.

•
Manage hospital equipment inventory and patient care equipment repair work orders using specialized computer program.

•
Maintain requisitions using specialized computer program and managed financial activity for various cost centers.

REFERENCES
References available upon request
