      Chelsea E. Dunham
8 East Avenue	      Mobile: (516) 507-4514
Sea Cliff, NY 11579	Home: (516) 759-0280

							      
Summary:
A compassionate administrative professional with extensive experience in financial and academic administration, childcare, medical and spiritual care.  Key strengths include multitasking, organization and communication, both written, verbal and creative expression. Able to quickly understand and effectively apply new processes. Adept at utilizing new computer applications.  Exercises sound judgment, works independently and consistently maintains professional demeanor.

Experience: 
Hofstra North Shore – LIJ School of Medicine, Hempstead, NY
Assistant to the Director of Academic Affairs/Registrar (1/2012- 11/2015), Hempstead, NY
· Work directly with the Director of Academic Affairs/Registrar and team to appoint and/or promote faculty to the School of Medicine and track/archive all student records
· Organize all incoming data regarding faculty appointments and promotions and compile data on potential faculty members from the NS-LIJ Health System and other outside organizations
· Input data into Banner and VSAS (comprehensive computer information systems that contain information on courses, students, faculty, staff, and alumni), MS Excel and MS Access 
· Maintaining up-to-date records on over 2700 faculty members and 300 students
· Coordinate with Hofstra and NS-LIJ Human Resources departments to notify faculty of their appointment and promotion status and ensure that the NS-LIJ-SOM website is up-to-date
· Coordinate with departments at the NS-LIJ Health System to ensure that requests for new faculty members or requests for title/promotion changes are processed in a timely manner.
· Verify employment and appointment status for credentialing purposes both internally and externally
· Provide support for Medical Academic Advisors and all students that work with the Office of Academic Affairs, including scheduling meetings, answering calls and preparing meeting materials, as well as supporting the needs of surrounding administration
· Facilitate the planning of small and large events pertaining to the Office of Academic Affairs/Registrar, and the School of Medicine at large.
Assistant to the Deans
· Worked closely with the Deans and all departments in the Provisional and Full LCME (Liaison Committee of Medical Education) Accreditation of the new Hofstra NS-LIJ School of  Medicine and graduation of the Inaugural Class of 2015
· Performed assignments as requested by the Deans in planning special projects such as the Pipeline Youth Scholars Program and Arts Planning Program
· Facilitated correspondence for the Dean and Directors including both digital and physical including memos, forms, policies and procedures; includes handling of confidential information
· Digitized a back-log of over 1700 confidential faculty files
· Provided telephone coverage, arranging all travel and expenses, prepared Word, Excel, Power Point presentations, etc., mail handling, supplies control and necessary communications internally and externally
· Assisted the Deans in the management of his/her schedules, agendas, programs, events, meetings or conferences by arranging facilities and caterers, issuing information or invitations, coordinating speakers and controlling event budget
Morgan Stanley, New York, NY 
Executive Administrative Assistant (2007 – 2012)
· Provided a high level of administrative service to Institutional Sales Team of 25 Managing Directors, Executive Directors, Portfolio Managers and Sales Associates; proactively assist team(s) as needed, both in-house and remotely
· Responsible for organizing international/domestic travel and correspondence in preparation for all on- and off-site meetings, conferences, presentations and sales events; coordinating multiple team members and clients across several time-zones
· Maintained managers’ office calendars and all scheduling, including travel, internal/external client meetings and conference calls
· Supported all marketing initiatives; including coordination and dissemination of sales reports and ongoing email campaigns while ensuring proper flow of information
· Created, edited, and distributed marketing material, presentations and daily/weekly/quarterly reports 
· Coordinated small- and large-scale internal/external meetings; booked meeting rooms, arranged audio visual/catering requests; managed all aspects of road shows, conferences, and events including registration/ billing, travel, creating and dispatching presentations, marketing materials and kits
· Maintained, processed and monitored team members’ expense reports and check requests
· Provided telephone coverage, including responding to inquiries, properly routing calls, and taking detailed messages; use of good judgment with both internal and external clients 
· Trained and mentored new administrative team members; assisted with new hire and consultant on-boarding
· Maintained firm-wide client contact database (CRM); reviewed and prioritized incoming mail

Rallye Lexus, Glen Cove, NY  							            
Service Advisor/ Cashier (2003 – 2004) (2006 – 2007)
· Fully responsible for balancing and accounting for daily revenue of client service and parts departments (book-keeping) 
· Coordinated appointment schedule for a team of 20 technicians and 4 advisors  
· Overall office management skills; customer service, sales/service reception, cashiering, data entry/filing, service advisory, quality assurance, follow-up service reports/calls   
· Consulted customers on all aspects of automotive customer service/sales  

Education/Certifications:            
· FINRA Series 6 License
· Reiki 1 Attuned, Satya Yoga Shala, Farmingdale NY
· Emergency Medical Technician-Basic (EMT-B), CPR/AED, BLS Training/Certification
· SUNY Empire State College at SUNY Old Westbury (2009 – 2010)
· SUNY Purchase College (2005)
Skills:
Microsoft Office Suite (Outlook, Excel, Word, PowerPoint, Access), Adobe, SharePoint, CRM, VSAS, ERAS, Blackboard, Banner, Qualtrics, Digital Measures, Cascade, Extensity Expense Reimbursement (EER), Siebel Expense Management, Concur/Sabre, Ariba Buyer, Money Fund Analyzer, ADP, UPS WorldShip
