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SUMMARY

Dedicated and results-driven education administrator with over 5 years of experience in program development, student services, 

and administrative management. Proven track record in enhancing educational programs and improving operational efficiency.

EXPERIENCE

Assistant Director of Student Services Jan 2022 - Present

Greenwood Academy, Denver, CO

• Increased student engagement by 30% through the implementation of personalized academic advising programs.

• Reduced administrative processing time by 25% through the introduction of a new digital record-keeping system.

• Led a team of 5 in the development of new student orientation processes, improving retention rates by 15%.

Education Program Coordinator Jun 2019 - Dec 2021

Aspen School District, Aspen, CO

• Managed a $500,000 annual budget for educational resources and programs, optimizing expenditure by 20%.

• Developed and launched a summer learning initiative, resulting in a 40% increase in student participation.

• Streamlined communication between faculty and parents, enhancing satisfaction ratings by 35%.

Administrative Assistant to the Principal Jul 2018 - May 2019

Mountain View High School, Boulder, CO

• Assisted in the organization of school events that saw a 50% increase in community attendance.

• Implemented an online scheduling system for parent-teacher conferences that improved booking efficiency by 60%.

• Provided administrative support that improved overall office productivity by 15%.

EDUCATION

Bachelor of Science in Education Administration May 2018

University of Colorado, Boulder, CO • GPA: 3.7

SKILLS

Technical Skills: Data Analysis, Program Development, Strategic Planning, Budget Management

Tools & Frameworks: PowerSchool, Google Workspace, Microsoft Excel, Trello


