Kerri M. Mikalunas
228 County Rd. 23A
North Norwich, NY 13814
(315) 750-5752
kmikalunas28@gmail.com

SUMMARY OF QUALIFICATIONS

Created and implemented the Parents’ Fund strategic plan for all social media
(Facebook/Instagram) outreach to include coordinating vibrant content from
faculty and staff

Worked with Parents' Fund team to create solicitation and informational mailings
(both direct mail and email).

Highly professional administrative assistant with 10+ years of experience
Focused and project orientated; always aware of strict deadlines

Strong knowledge of Microsoft Word, Excel (MS Query - creating reports),
PowerPoint, Banner database, and iModules software

Managed all Parents' Steering Committee events to include quarterly meetings for
250+ parents and speakers

Coordinated the Global Leaders Lecture Series - 5,000+ attendees

Point person for all PSC needs to include travel, meetings - 250+ parents
Regularly performed large tasks independently

Responsible for all department budget reconciliation, projected spending, and
increase needs - operating budget of $1.2-1.7 million

Assisted 5 executives daily - assist all other executives when needed

District Payroll processing including ERS/TRS filing

Federal Grant processing

Supervisory experience

Strong working knowledge of ADP

WORK EXPERIENCE
Executive Assistant

Assist with project work such as PowerPoint creation, Excel tracking, etc.
Event planning

Coordinate numerous EVP/SVP schedules

Board of Director meetings

Handle highly confidential material daily

HR Coordinator

Manage all new employee HR Orientations

[-9 processing

BSU recruiting - scouting, phone screens, on-site interviews, offer letters, creating
employee in ADP and IT remedy tickets

Scheduling for all phone screens, on-site interviews and WebEx interviews
Process all vouchers and Institute material needs

Proctor all Institute exams

Process all new employee paperwork and file creation

Work closely with department managers for recruitment needs

Create (quarterly) the inspiration/educational board for employees



Process all Sunshine Program recipients

Attend and create minutes for bi-weekly HR meeting

Collect all confidential documents for pre-employment screens and process for
background checks and drug screens

Monitor the pre-employment screens and connect with managers and candidates
when cleared

Senior Account Clerk

Process payroll for district

Process all accounts payable from district

Ensure timely payments to vendors

Creating purchase orders

Monthly bank account reconciliation

Federal grant processing

Process ERS/TRS payments and deductions

Submit all new employee information to NYS and other required entities for proper
deductions to include arrears payments/loans.

Point person for Afton CSD

Audit 2 school districts accounts payable making certain that appropriate coding
was used, signatures were obtained, and bid items were given as well as auditing
district payroll - time cards/attendance

Supervisor to account clerk

Administrative Assistant

Strong organizational skills

Coordinated numerous events simultaneously for highly rated parents

Built trusting relationships with parents on the Parents’ Steering Committee to
ensure the stewardship process went smoothly

Responsible for locating venues and contacting vendors to ensure that food,
beverages, linens, all aspects of event are handled appropriately.

Created PowerPoint presentations for all Parents’ Steering Committee meetings as
well as coordinated all guest speakers and compiled their materials into
presentation

Produce all notes/minutes from the meetings and provide to all parents on
committee within 48 hrs.

Daily use of MS Query to pull information from Banner database (CRM)

Prepared all travel and housing needs for Parents' Steering Committee of 250+
parents

Point person for all Parents' Steering Committee members

Member of the Institutional Advancement Professional Development Board
Responsible for Concur credit card reconciliation as well as all other budget tracking
Download and process all incoming student applications and documentation
Responsible for the typing of all correspondence from the Parents’ Fund department



EMPLOYMENT HISTORY

Promotion
Preferred Mutual Ins. Co.
Executive Assistant

Preferred Mutual Ins. Co.
HR Coordinator

DCMO BOCES
Senior Account Clerk

Morrisville State College
Admission Staff Assistant

(temporary position)

Colgate University

Administrative Assistant/Social Media Coordinator
The Parents' and Grandparents' Fund

NYS Notary Public - current certification

Fall 2020 - Certified Administrative Professional Exam - Designation

New Berlin, NY
05/2019-present

New Berlin, NY
02/2019-05/2019

Norwich, NY
2018-2019

Morrisville, NY
2017-2018

Hamilton, NY
2011-2017



