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30 March 2004

The Hiring Director(s)

College of Arts and Sciences

Boston University

c/o The Office of Personnel

25 Buick Street

Boston, Massachusetts 02215

RE:
Job Requisition 1483/C234 – Manager of Faculty Actions, College of Arts and Sciences
Dear Sir/Madam:

Greetings!  It is with great pleasure that I write with the enclosed résumé in application to the position of manager of faculty actions in the College of Arts and Sciences at Boston University.  As a proud alumnus of the former College of Liberal Arts and a former administrator at SMG, I am really quite excited at the prospect of returning to BU as it has been an institution that encouraged me, challenged my work, and furthered my desire to pursue a career in academic administration.

As outlined on my list of credentials, I possess over seven years’ experience in various areas of higher education administration. Particular to this post, I have served as a faculty services administrator while at MIT, where I assisted with faculty recruitment and actions analysis in the Department of Chemical Engineering.  I believe that this and my previous posts, combined with an advanced degree in education, make me a suitable candidate for the vacancy in your office. I am confident that I should be able to perform adequately, if not exceedingly, the duties associated with the position.  During the last several months, I have taken a personal furlough from academia to explore the world of private industry, even though I have always known that I would return (for good!) to a college/university.

As you may surmise, I really am quite keen on returning to my alma mater, as it has been a place in which I thrived – professionally and personally.  I have always appreciated the unique and special community and the intellectual stimulation that the University has afforded me, both while I was an undergraduate at CAS and following that as a full-time administrator.  I would appreciate your serious consideration of my application at this time, should you find as I do that a good fit exists between the current needs of your office and what I am able to offer.  If I can provide you with further information in the meantime, please do not hesitate to contact me.  I am best reached by phone at 617.308.1953, or via e-mail at kgl@post.harvard.edu.

I truly am quite obliged for your time and consideration, and I look forward to hearing from you very soon.

With best wishes and thanks in anticipation of a positive reply,

I am,

Yours sincerely,

Christopher R. García, CLA’96
Enclosure

PROFILE and OBJECTIVE

Adaptable, versatile, imaginative, and creative higher education professional seeking a challenging position in academic administration in a major research university
QUALIFYING COMPETENCIES and TRANSFERABLE EXPERIENCE

· Over seven years’ solid experience in higher education administration 

· Central administration at the department, unit, and school/college levels

· Faculty services administration and actions analysis

· Ability to handle extremely confidential and sensitive information with tact and discretion

· Professional development education administration

· Events programming and management

· Student services, academic counseling, and curriculum advising
· Orientation and training programs coordination
· Admissions, recruitment, and records management

· Excellent verbal communication, writing, analytic, and interpersonal skills

· Ability to work in long-range planning and under extreme pressure

· Supervision of support staff and student employees

· Healthy, appropriate, and generous sense of humor

ACADEMIC ATTAINMENT

· Ed.M., Higher Education, Harvard University Graduate School of Education (June 2000)

· Emphases on administration, planning, and social policy
· B.A., English, Boston University College of Liberal Arts (January 1996)

· Minor concentration in business administration (School of Management)

EMPLOYMENT HISTORY and PRINCIPAL DUTIES

· Brigham and Women’s Hospital, Channing Laboratory (2004 – )
· Administrative/Research Assistant (ad temporem)
· Assists three physician-scientists with grant proposals, IRB/human subject research applications, and manuscript preparation
· Gap, Inc., Brookline, MA (2002 – Present)

· Sales/Customer Service Associate (Swing Employment)

· All duties pertaining to retail sales, customer service, and financial transactions

· Watson Wyatt Insurance & Financial Services, Inc., Boston, MA (2003)

· Assistant to the Vice Presidents and to the Consulting Actuary

· Prepared, wrote, and edited materials for new client proposals; office operations management, including quality control and support of VPs; assisted with human resource management and training

· Massachusetts Institute of Technology, Cambridge, MA (2001-2002)

· Assistant to the Department Head and Faculty Services Coordinator

· Facilitated faculty recruitment and action reviews (tenure, promotion, and non-Institute activities) for the Department of Chemical Engineering; wrote and edited reports, bulletins, and announcements for the Executive Officer; coordinated course scheduling and negotiated classroom space; coordinated the mandatory first-year seminar and two Nth-year seminars taught by the Department Head; assisted with and executed department events (corporate visits, alumni and commencement events, etc.)

EMPLOYMENT HISTORY and PRINCIPAL DUTIES (continued)
· Harvard University, Cambridge, MA (1998-2001)

· Executive Assistant to the Dean of Harvard College (1999-2001)

· Principal assistant to the Dean of the College and special assistant to the associate dean for House Life and human resources; manager of the Dean’s Office; planned, coordinated, and implemented the annual House tutor orientation programs, new Senior Tutor and House Master selections and orientations; managed College-wide annual and special events; supervised support staff and temporary and student employees

· Resident Proctor, Member of the Board of Freshman Advisers (1999-2001)

· Served as academic adviser and counselor to approximately thirty first-year students; supported students in curriculum planning and course selections; designated BGLTS adviser for Crimson Yard (one-third of the entering class)

· Program Assistant/Coordinator, Graduate School of Education (1998-1999)

· Directed admissions activities for the institutes for higher education and managed application and participant records; voting member on admissions committees; coordinated participant services and responsible for faculty teaching needs

· Boston University, Boston, MA (1996-1998)

· Assistant to the Director of International Admissions (1997-1998)

· Served as sole admissions assistant/counselor for the University’s international admissions office; performed quality control checks on admissions decisions; supervised seven student employees

· Program Coordinator, School of Management Undergraduate Program (1996-1997)

· Principal assistant to the assistant dean for undergraduate programs; served as office manager and assisted with systems administration; coordinated judicial board proceedings for the assistant dean; assisted with student advising, including registration overrides, required withdrawal issues, and interpreted School and University administrative processes and procedures

SKILLS, LANGUAGES, and PROFICIENCIES

Near expert proficiency in MS Office Suite (Word, Excel, PowerPoint, Outlook), Internet research and most e-mail programs, fluent in Tagalog (native language); intermediate proficiency in MS-Access, FileMaker Pro, Adobe Acrobat; beginner/novice proficiency in Adobe Illustrator, PageMaker, Photoshop, MS-Publisher; some knowledge of Spanish (self-taught) and French (formal instruction); excellent verbal and written communication skills and high levels of editing and proofreading skills; fast and eager learner able to pick up processes and applications quickly
PROFESSIONAL ASSOCIATIONS and INTERESTS

· Boston Gay Men’s Chorus (Baritone I)

· National Association of Student Personnel Administrators (NASPA)

· Notary Public, Commonwealth of Massachusetts

PERSONAL BIOGRAPHICAL INFORMATION

Full legal name: GARCÍA-LLOBRERA, Keryx Christopher R.

Name at graduation (both degrees) and during academic employment: LLOBRERA, Keryx García

Citizenship: United States of America

Residency: Commonwealth of Massachusetts

PROFESSIONAL REFERENCES TO FOLLOW UPON REQUEST
2004 march updated résumé
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