Taylor P. Harper

82 East Orvis Street

Massena, NY 13662

315-323-4161
taylor_harper@hotmail.com

Online Portfolio: http://www.taylorharper.com
Education:

2002
Bachelor of Science, State University of New York at Potsdam

Business Administration, Additional Major in Employment Relations (still pending); Dean’s List

Awards:

1999
Team Excellence award in Management.

Professional Experience:
Assistant Director, The Fund for Potsdam SUNY Potsdam, Department of College Advancement, Potsdam, New York (June 2008 – Present)

Responsible for overall management and implementation of the two major Phonathon sessions in the fall and spring of each year to include: the training and management of approximately 40 student callers, goal development and tracking, strategic planning, expense tracking, and incentive planning.  Responsible for the co-management of the yearly reunion giving campaign to include: recruitment of volunteer members for ten (10) classes each year, class year gift goal setting, and volunteer communications and facilitation.  Responsible for chairing the annual Scholarship Golf Classic committee, to include: scheduling all committee meetings, tracking income and expenses for the tournament, prospect outreach, creation and merchandising of the silent auction.  Also, responsible for, the co-management of the student group Emerging Leaders, to include: recruiting members, organizing and facilitating meetings, overseeing all fundraising aspects of the group, overseeing all marketing aspects of the group, and event planning.

Project Manager Northern Area Health Education Center, Inc. (NAHEC), Canton, New York. (November 2004 – June 2008)
Responsible for the oversight of data collection, management and reporting of the various programs and initiatives as sponsored, affiliated or conducted by NAHEC.  Responsible for the oversight of the coordination, management and evaluation of various programmatic and operational activities including: health career outreach programs, student recruitment, rural clinical training site development and student placement, medical and health education training programs, curriculum development, and web-based initiatives and programming.  Responsible for assisting the Associate and Executive Director in the coordination and oversight of NAHEC health education activities to include: conference development, needs assessments, meeting planning and facilitation, marketing efforts, development and design of marketing materials, product development, and fundraising.  Also responsible for the organization and implementation of website implementation including: NorthStar© website development, My Health Career® development, My Health Career® technical support, My Health Career® user trainings, organization of website information updates, product evaluation and upgrade identification. 
Responsible for working with local health care facilities and other employers to identify their workforce needs and assist with employee recruitment.  

Initiate sales contacts and follow through sales for various products including: WorkKeys, KeyTrain, and HealthStream.

Responsible for the supervision and review of all program staff to include training, work assignments, quality control, conflict resolution, and performance appraisals.

Other responsibilities include the research, development and writing of grants to support the mission of NAHEC.
Program Specialist-Grants Manager  Northern Area Health Education Center, Inc. (NAHEC), Potsdam, New York. (October 2003 – October 2004)

Responsible for the day-to-day administrative aspects of multiple health-related grants, which include: basic bookkeeping, budget planning, grants deliverable planning and execution, grant participant recruitment, screening and enrollment, data collection, grant-related communications and reporting.  Responsibilities also include coordinating, facilitating and working in cooperation with all staff members related to each of the grants to ensure that deliverables are met or exceeded.  These duties were in addition to the duties performed as the Program Specialist.
Program Specialist  Northern Area Health Education Center, Inc. (NAHEC), Potsdam, New York. (July 2002 – October 2003)

Responsible for the data management of all programs sponsored, supported and funded by NAHEC as well as fulfilling all internal and external reporting requirements using aggregated data.  Responsibilities focus primarily on the coordination and administration of programming as it relates to the collection, management and reporting of participant data.  Also responsible for coordinating and managing programmatic and operational activities for health career outreach programs, medical and health education and training programs, preceptor and faculty development programs, continuing education and professional development programs for health professionals.  Assist in the development of education activities, events and programs, as well as recruitment, coordination and placement of health care students within community based learning environments.  Coordinate and manage all web-based initiatives and programming, to include the management of the registrant database.  Participate in informational and educational presentations at local institutions.  Assist in the development and creation of marketing materials, presentations, publications and newsletters.  Responsible for seeking additional funding and grant writing for the organization.

Board and Other Affiliations:
Vice-President, Education Foundation, American Association of University Women Board of Directors; June 2004 – June 2006.

Treasurer, Massena Humane Society Board of Directors; November 2005 – November 2006

Member, Faculty Senate, Business Affairs Sub-committee, SUNY Potsdam; May 2009 - Present
Computer Skills:
Expert in Microsoft Office (Word, Excel, PowerPoint, Access, Publisher), Microsoft Outlook; High proficiency in, Adobe Photoshop, Adobe InDesign, Adobe Illustrator, Adobe Acrobat, Microsoft Excel OM, Microsoft Project, QuickBooks, QuickBooks online, HTML based web page design; Basic knowledge of computer networking and computer programming (JavaScript, JAVA, C++).
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