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Professional Summary
Result-oriented, administrative education professional with over twenty years experience  in the public sector including wide-ranged budget, personnel and technical experience with extensive business process improvement background.  Superior  analytic, client relationship, consensus building and staff management skills.  Ability to work on multiple projects simultaneously and under deadline.

Areas of Expertise
	· Project management
· Request For Proposal (RFP) development
· Contract management
· Budget development and management
· Written/verbal communication
	· Strategic management
· Staff management, mentoring and professional development
· Compliance
· Best practices in management & accounting
· Organizational/operational improvement
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Experience
NYC DEPARTMENT OF EDUCATION, New York, NY                                                                                             
Director, Office of Health Services	12/2017- Present
· Direct and supervise the Medicaid Reimbursement Program in conjunction with the supervising physician.
· Liaise with DOE offices and OSH staff regarding the reimbursement process.
· Manage the Automated External Defibrillation (AED) Program; Lead Contract Officer for AED RFP process.
· Evaluate and implement processes and database to maintain compliance with NY State law.
· Supervise the immunization compliance, religious and medical exemption processes, including maintenance of the religious and
 medical exemptions database. 
· Provide relevant data regarding the various Office of Health Services programs 
· Research and provide information to NYC Law Department regarding appeals. 
· Collaborate with the director of Vision Compliance program. 
· Represent the office at programmatic intra-agency meetings.
· Manage and monitor OHS HR and fiscal functions.  
· Provide professional development for OHS staff.
· Consult with OSH CEO on a bi-weekly basis. 
· Member of the OSH senior management team.

Administrative Education Officer, Office of School Health	10/2003 – 12/2017
· Oversaw NYCDOE public and charter school Automated External Defibrillator (AED) Program for 1,900+ schools serving over 
1.1 million students, ensured compliance with Section 917 of New York State Education Law.
· Collaborated with senior NYCDOE staff to develop AED departmental policies.
· Worked with senior NYCDOE staff to ensure that quality products/services were provided to schools to support the safety and welfare of
 the student population.
· Initiated and coordinated Request for Proposal (RFP) process for AED services; managed DOE vendor contracts.
· Purchased and maintained AED equipment and supplies inventory.
· Served as liaison to vendors; monitored for contractual compliance; approved vendor payments.
· Represented DOE with city, state and federal agencies, as well as non-governmental organizations, on AED initiatives.
· Developed and implemented quality standards, improvement strategies, conducted audits and vendor evaluations, and prepared statistical reports.

Administrative Education Officer 	                  07/2003 - 10/2003
· Audited Universal Pre-kindergarten contracts for compliance and payments.
· Liaison to Universal Pre-kindergarten contractors.

Personnel Director – Community School District 19 	                                     10/2002 - 06/2003
· Member of Superintendent’s cabinet
· Developed and facilitated professional development workshops for payroll secretaries.
· Collaborated with Business Manager and Director of Operations on district finances.
· Provided one-on-one counsel to teachers regarding licensing requirements.
· See also duties and responsibilities at Community School District 5 below. 

Administrative Education Analyst – Division of Human Resources	11/2001 - 10/2002
· Responsibilities included redeployment and early retirement incentives.
· Assisted director with special projects.
· Provided technical assistance to field personnel.


Personnel Director – Community School District 5	 01/1998 - 11/2001
· Evaluated, developed and implemented district policies and procedures relating to staff recruitment, assignment, timekeeping, payroll
 and status changes.
· Consulted with superintendent, directors and principals on issues of recruitment, training, retention of pedagogic and administrative staff.
· Consulted with Division of Human Resources on personnel issues.
· Served as superintendent designee in C-30 Selection Process.
· Superintendent’s representative at Grievances & Technical Assistance Conferences.
· Interpreted contractual provisions for supervisors and staff.
· Conferred with Offices of Labor Relations, Legal Services & Appeals and Reviews.
· Assisted Director of Operations with maintenance of district’s fiscal integrity.
· Reviewed and processed all personnel transactions including transfers, separation from service, retirement etc. in accordance with DOE policy.
· Provided ongoing advice and assistance to school personnel.
· Supervised District Personnel Office.

Supervisor –Bureau of Finance 	 10/1997 - 01/1998
· In addition to duties below trained and supervised unit staff. 

Bookkeeper II – Bureau of Finance 	 04/1997 - 09/1997
· Processed tuition and health claims for foster care non-resident students in compliance with state education laws.
· Corresponded with school districts outside of New York City regarding foster claim issues.
· Reviewed and approved foster care non-resident student tuition claims

Bookkeeper II – Pedagogic Payroll Unit 	                   08/1995 - 04/1997
· Investigated and resolved grievances and inquires, referencing UFT contract including steps, differentials, leaves & longevity.
· Responded to union representatives and grievants.
· Corresponded with districts, school personnel and relevant Central Offices.

Assistant Accountant – Community School District 7            	03/1989 - 08/1995
· Developed initial budgets and modifications based on allocations & memorandums.
· Resolved budgetary problems (tax levy & reimbursable).
· Allocated funds and monitored spending plans: OTPS & PS.
· Processed purchase orders & requisitions for CSB & Business Office.
· Act as business manager in business manager's absence.
· Advised principals and secretaries regarding technical, personnel & payroll issues.

Education
· MONTEMORELOS UNIVERSITY, Mexico
Ph. D, Business Administration – expected 5/2020
· METROPOLITAN COLLEGE OF NEW YORK, NEW YORK
MS, Administration – 6/2000
· POLYTECHNIC UNIVERSITY 
Executive MBA credits earned – 1998
· CITY UNIVERSITY OF NEW YORK, NEW YORK
BS, Economics – 5/1995

· NORTHERN CARIBBEAN UNIVERSITY, JAMAICA WEST INDIES
AS, Business Administration, 8/1982

Professional Certifications / Civil Service Appointments
· Administrative Education Officer 1998 – Permanent
· Administrative Education Analyst, New York City Department of Civil Administrative Services, New York 04/2016 (Permanent)
· Associate Education Analyst, New York City Department of Civil Administrative Services, 11/2003 (Permanent)

Community/Volunteer Work
· Linden Seventh-day Adventists Church – Member of Executive Church Board, Chairman of School Board of Trustees, Member of Medical Emergency Response Team (MERT) & Director, Linden Education Ministry.

Computer Skills
· [bookmark: _GoBack]MS Office, SPSS
· Adept at quickly mastering proprietary systems.
