Bonita L. Ferguson

549 Valley Road, Brooktondale, NY  14817

bferguson@ithaca.edu

QUALIFICATION SUMMARY

· Current with computer technology skills pertaining to new software programs (i.e., budget preparation, reconciliation, and monitoring; purchasing; the hiring process for faculty, staff, and student workers; all aspects of the student information system; Web Profile Management, etc.).

· Proven ability in organizing and prioritizing tasks to ensure a productive work flow with attention to detail, anticipating needs and taking the initiative to meet them.

· Over thirty years of being respected as a valuable team player which has included working well with a diverse population of students, parents, peers, all levels of administration, and providing excellent customer service. 
WORK EXPERIENCE

Ithaca College, Department of Education-Teacher Certification Specialist – 6/14-Present
Ithaca College, Department of Education–Administrative Assistant – 6/08-6/14

· Perform secretarial and administrative support to both the undergraduate and graduate teacher certification programs.

· Assist in coordinating the program admission process, create and maintain student files, update course and program information.

· Monitor program budgets; prepare various word processing assignments, spreadsheets, student reports, and mailings.

· Serve as resource person to provide information to prospective students and respond to verbal and written requests for information.

· Prepare notifications for student teaching placements for students, principals, and mentor teachers; process payment forms; update program handbooks.

· Provide administrative support for the undergraduate and graduate chairs.

· Provide direct support in developing and maintaining the undergrad and graduate course schedules.

· Organize conferences, workshops, meetings and social events.

· Collect and process on-line time cards and payroll related data for graduate students.

· Provide on-site administrative support for the annual student urban teaching experience in Harlem.
Ithaca College, Department of Art-Administrative Assistant – 8/92-6/08

· Provide secretarial and administrative support to the Chairperson and eight professors.

· Provide assistance in developing, monitoring, and reconciling the department budget; process requisitions using the on-line I-Procurement system, reconcile department credit card purchases and EZ Pay requests in Parnassus.

· Schedule appointments, arrange meetings, type letters, reports, syllabi, resumes, and other documents.  Greet, screen, and give tours to visitors, answer the telephone, take accurate messages, transmit information to and from faculty, staff, parents, students, and other individuals.

· Accurately type 80 words per minute.

· Provide assistance in the assimilation of data and preparation of reports.

· Hire, schedule, and supervise art models and student assistants using the on-line Human Resources Parnassus information system.

· Monitor job performance and authorize time report forms.  Assist with the faculty search process including on-line processing.

· Organize the annual Senior Art Exhibition working with faculty and the gallery director to identify seniors to exhibit, prepare flyers, and assist with artwork preparation.

· Serve as department liaison for the Office of Admission’s Person-to-Person program.

· Provide assistance with course scheduling and reserving rooms using the Banner student information system.

Ithaca College, Dept. of Enrollment Planning–Administrative Asst. - Summer 2004  

· Typed NYSED Program Registration submission forms.

· Served as full-time temporary Assistant.

Ithaca College, Dept. of Admissions–Administrative Asst. - Summer 2005  

· Provided secretarial and administrative support to the Director of Admissions.

· Served as full-time temporary Assistant.

Ithaca College, Student Financial Services–Cashiering Services Asst. - Summers 2006 & 2007  

· Process financial transactions in the Admin, Parnassus, and Banner information systems.

· Served as full-time temporary Assistant.

Immaculate Conception School - Ithaca, NY - Secretary (Part-Time) - 9/90-8/92


· General office support including tuition invoicing and filling in for the nurse when necessary.

Town of Danby - Ithaca, NY - Deputy Clerk (Part-Time) - 7/89-1/90

· Secretarial support to the Town Clerk including working with the public in issuing marriage, dog, and hunting licenses.
Joyful Noise Pre-school - Ithaca, NY - Pre-school Teacher - 12/88-6/89


· Organize, plan, and teach a pre-school curriculum to twelve preschoolers, two days per week.

NCR Corporation - Lake Mary, FL - 3/79-4/83

· Clerk, Personnel Department 3/79-9/80 – Promoted
· Department Secretary, Quality Assurance and Product Evaluation 9/80-10/81 – Promoted
· Executive Secretary, Product Management 10/81-4/83

Jared Block & Assoc. - Columbus, OH - Secretary to Textile Mfg. Representatives - 9/78-3/79


R.E. Harrington, Inc.-Worthington, OH - Secretary to Data Management Department - 12/76-9/78


American Automobile Assoc. (AAA) - Ithaca, NY - Travel Agent/File Clerk - 5/75-9/76


EDUCATION

· Ithaca Senior High School, Ithaca, NY - Concentrated Vocational Secretarial Studies (four years)

· Various workshops and training sessions offered by the College to keep current on new software and office procedures

· Graduate of Ithaca College's LeaderShip IX training program
