OLIVIA SMITH

Assistant Dean

e PROFESSIONAL SUMMARY

Accomplished academic leader with 5 years of experience in driving
student success and enhancing educational programs. Expertise in
fostering collaboration among faculty, staff, and students to create inclusive
learning environments. Dedicated to implementing strategic initiatives
that improve retention rates and student engagement across diverse
academic settings.

@© WORK EXPERIENCE

Assistant Dean 9 Jun/2022-Ongoing

Quantum Solutions LLC X Phoenix, AZ

1. Authored the introduction of new degree programs, transitioning the
college to a degree-granting institution, enhancing academic offerings.

2. Developed and organized the first fully online courses, increasing access
to education for diverse student populations.

3. Redesigned the Student Management System to improve operational
efficiency and user experience.

4. Provided strategic leadership for distance education, ensuring
compliance and quality in online curriculum development.

5. Directed Student Services operations, enhancing student support
through effective management of Registrar and Admissions.

6. Oversaw the compliance of marketing materials with regulatory
standards, ensuring transparency and integrity in communications.

7. Managed daily operations of vocational programs, ensuring quality
education and meeting accreditation standards.

Assistant Dean 3 Jun/2020-Jun/2022

Silver Lake Enterprises R Seattle, WA

1. Coordinated and evaluated university events, enhancing student
participation and community engagement.

2. Trained and mentored student leaders and faculty, fostering a culture of
leadership and collaboration.

3. Developed a comprehensive Student Passport Program, enhancing
experiential learning opportunities for business students.

4. Supervised hiring processes and selection of instructional materials,
ensuring high-quality academic delivery.

5. Planned and managed adult student programs, facilitating on and off-
campus activities to support diverse learning needs.

6. Streamlined operations in the Office of Advising and Registration,
improving service delivery for over 2,500 students.

€ EDUCATION

Master of Education in Higher Education
Administration

Jun/  Jun/
i 2018 2020

University of Southern California X Seattle, WA

Focused on leadership in higher education and innovative program
development.
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€) ACHIEVEMENTS

Mandarin

‘¢ Increased student retention by 15% through
innovative support programs and enhanced

academic advising.

Spearheaded the development of a

mentorship program that improved student

engagement and satisfaction scores.
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