Janine M. McElroy
161 Blue Spruce Road
Levittown, NY 11756
(516) 426-6068

Janine31585@yahoo.com

______________________________________________________________________________________________________

EDUCATION

Ed.D. Educational Administration, Leadership, and Technology



    Expected May 2015

Dowling College, Oakdale, NY

M.S. Ed., Educational Administration and Policy Studies 



    May 2008
Hofstra University, Hempstead NY      






    GPA: 3.63
B.A., English and American Literature





                  May 2006
Hofstra University, Hempstead NY      






    GPA: 3.36 ___________________________________________________________________________________________________________

RELATED EXPERIENCE
Director of Campus Life, Molloy College, Rockville Centre, NY



May 2011- Present

· Supervise 40 student clubs and organizations on campus.

· Supervise Coordinator of Campus Life, Coordinator of Recreation and Intramurals, Student Media Director, and Coordinator of Residence Life.

· Responsible for multiple budgets, including campus life and residence life.

· Work with students to plan events on campus.

· Serve on various campus committees.

· Attend conferences when necessary.

· Plan Resident Assistant training in August and January.
· Collaborate with multiple departments on campus to plan events for students.
· Coordinate New Student Orientation and Commencement.

· Coordinate and present at summer leadership workshops and student government conferences.

Assistant Dean of Admission, Hofstra University, Hempstead, NY


              August 2009- May 2011
· Was responsible for recruitment of high school seniors from the five boroughs of New York.
· Read and reviewed all applications received from students within the five boroughs of New York.
· Read, proofread, and critiqued perspective student college essays.
· Conducted college interviews with perspective students.
· Maintained constant contact with guidance counselors, perspective students, and current students regarding Hofstra.

· Scheduled 90 fall travel commitments for five boroughs, including high school visits and college fairs.
· Facilitated information sessions for high school students and parents regarding the college search process.
· Participated in all admission events on campus such as Open House, Admitted Student Day, and Sophomore Preview Day.
· Served as liaison between Admission and HEOP Office.
· Read and reviewed all HEOP applications, financial statements, and participated in group interview process for HEOP.
· Served as member of campus visit team, facilitating overnight visit program and group visits to campus.
· Coordinated supervision of student tour guides.

· Worked with current students to coordinate student-to-student telethons and email campaigns.
Resident Director Twin Oaks Apartments, Hofstra University, Hempstead, NY

August 2007- May 2008

· Supervised and trained a staff of seven resident assistants.
· Managed two off-campus apartment buildings of approximately 300 undergraduate, graduate, and law students.
· Aided staff and student development.
· Lead conflict resolution and mediation sessions.
· Oversaw a programming a meal log budget totaling approximately $4,000 a year.
· Facilitated weekly hall programming and advised hall government.
· Coordinated the maintenance of building facilities.
· Accounted for weekly building occupancy.
· Participated in “Director on Duty” emergency on-call rotation for a campus housing approximately 4,400 students.
· Conducted staff recruitment, selection, and training of approximately 160 resident assistants.
· Designed, coordinated, and participated in the opening and closing of the residence hall.
Assistant, University Advisement, Hofstra University, Hempstead, NY
   

Summer 2007
· Assisted Senior Associate Dean of Advisement with organizing pre-med student files.
· Responsible for general office tasks including filing, answering phones, and photocopying.
· Organized various spreadsheets pertaining to student dockets.
Resident Director Netherlands South, Hofstra University, Hempstead, NY


August 2006- May 2007

· Supervised and trained a staff of ten resident assistants.
· Managed a five building first year residence complex of approximately 250 students.

· Piloted the university’s first ever Living Learning Community.

· Worked with faculty to plan programs for health science Living Learning Community.
· Aided staff and student development.
· Lead conflict resolution and mediation sessions.

· Spoke with parents and family members regularly regarding concerns.

· Oversaw a programming a meal log budget totaling approximately $6,000 a year.
· Facilitated weekly hall programming and advised hall government.
· Coordinated the maintenance of building facilities.
· Accounted for weekly building occupancy.
· Participated in “Director on Duty” emergency on-call rotation for a campus housing approximately 4,400 students.
· Conducted staff recruitment, selection, and training of approximately 160 resident assistants.
· Designed, coordinated, and participated in the opening and closing of the residence hall.
Senior Resident Assistant, Hofstra University, Hempstead, NY



    August 2004- May 2006
· Assisted Resident Director with all responsibilities.
· Served as liaison between RA staff and Resident Director.
· Lead staff development and staff appreciation sessions.
· Distributed daily mail for approximately 320 students.
· Advised hall council.
· Fulfilled all Resident Assistant responsibilities.
Head Orientation Leader, Hofstra University, Hempstead, NY



    Summer 2004-Summer 2005
· Supervised 18 orientation leaders throughout summer.
· Ensured safety of approximately 250 first year students weekly.
· Confronted violations and documented incidents.
· Trained and mentored orientation leaders in their responsibilities and expectations.
· Planned and organized two-week training session and retreat for orientation leaders.

· Spoke regularly with parents and families regarding their child’s first year experience in college.
Resident Assistant, Hofstra University, Hempstead, NY 




    August 2003 –May 2004            
· Provided first-line guidance and assistance for a floor of undergraduate residents.
· Facilitated mediation and conflict resolution sessions.
· Fostered community development within residence hall.
· Participated in “RA Duty” on-call rotation.
· Enforced residential and university policies.
· Completed daily RA administrative duties.
· Developed and implemented monthly programs for residents.
_______________________________________________________________________________________________________________________________________

OTHER EXPERIENCE

Manager, Napolini Express, Uniondale, NY 





    February 2007-August 2009
· Oversaw all aspects of daily operations including supervision of staff and general customer service.

· Coordinated all catering orders and deliveries.

·  Responsible for register open and close out.

· Created weekly staff schedules for all restaurant employees.

· Utilized strong interpersonal and communication skills in interactions with customers and staff.
_______________________________________________________________________________________________________________________________________
LEADERSHIP EXPERIENCE

Religious Education Instructor for 7th and 8th Graders




  September 2007-May 2008

Our Lady of Peace Church, Lynbrook

Student Judicial Board, Chief Justice                                                                                         August 2004-May 2006
Heard student judicial cases weekly and advised board members on making decisions 
based upon preponderance of evidence.
Alumni Relations Committee Member                                                                                        September 2004- May 2006
Mentoring Program Committee Member
   September 2004-May 2006
_______________________________________________________________________________________________________________________________________  
AWARDS AND HONORS
· Senior Resident Assistant of the Year

                                                                        2006
· Senior Resident Assistant of the Year






   2005
· Programming RA of the Semester


      



   2005

· Newsday Writer Award







   2002

_______________________________________________________________________________________________________________________________________
SELECTED CONFERENCES AND WORKSHOPS ATTENDED

The First Year Experience Conference in San Antonio, Texas
February 2012

American Student Government Association Conference in Washington, D.C.
October 2011

NYSACAC Summer Institute at Skidmore College                                                                   August 2010
LGBTQ Safe Space Training                                                                                                        January 2005, January 2006

 _______________________________________________________________________________________________________________________________________

AFFILIATIONS

ACUHO-I
2011-Present

New York State Transfer and Articulation Association
2009-Present
New York State Association for College Admission Counseling
2009-Present
