· Meet regularly with the Executive Director of the Bronx Institute, Project Directors, faculty and staff associated with the Institute and provide information on policies and procedures, budget, personnel and the hiring of subcontractors 

· Manage many of the Institute’s operations including budgets, hiring of contractors, processing summer salaries, and personnel action
· Provide information on policies and procedures to both the Executive Director and Associate Director of the Bronx Institute as well as faculty and staff members affiliated with the Institute regarding issues such as budget, personnel, hiring of subcontractors

· Regularly provide information to Project Directors on matters such as personnel action, policies and procedures and budget

· Provide project directors with information regarding policies and procedures and the administrative functions of both the Bronx Institute and the Research Foundation of CUNY

· Manage all aspects of the Bronx Institute budgets including personnel, and other than personnel services
· Provide expenditure reports to the Project Directors and the Executive Director
· Provide budgets and review and edit various grant proposals and reports for the Bronx Institute programs

· Consult with faculty associated with the Institute regarding budgets for individual grant proposals
· Serve as the primary liaison to between the Research Foundation of CUNY and the Bronx Institute and have handled human resource issues, policy issues and budgetary issues

· Review all appointments prior to submitting them to the Executive Director for approval
· Prepare the personnel action forms after approval by the Executive Director and submit them to Office of Grants and Contracts for college authorization
· Develop policies and procedures for a major computer home loan program where over 900 computers were distributed to families in the Bronx

· Coordinate and supervised staff and secured space for computer training classes and computer distributions 

· Fiscally manage all of the grants in the Bronx Institute and was also an intricate part of organizing wide variety of activities including a beginning and end of the year celebration and a summer program

· Create and manage the websites for the Bronx Institute projects – in resume
· I have effectively worked with faculty and staff and have worked well with students by regularly accepting interns from the Lehman College Computer Science Internship Program
· I am detail oriented and I am accustomed to multitasking while working under deadline in a fast paced environment
· I am technologically adept and I am highly proficient in the use of Microsoft Office applications 
