Karen Rostov Kendall


Value Statement
Very organized, independent administrator with a strong work ethic and initiative 

is ready to manage small and large projects.
Qualifications Summary
Project Coordinator in Public/Private & Multi-site Facilities :: Presentation Creation & Delivery :: Event Planning
Experience in Contract Review & Editing :: Excellent Speech Writing & Verbal Skills :: Attention to Detail in Editing
Multi-tasker :: Analytical Reasoning & Business Insight :: Critical Thinking :: Database Administration :: Training
Highlights


Professional Experience
Kidd International




Chesapeake



2014 - Present
     Chesapeake Division of Child Support Enforcement – Fiscal Specialist/Enforcement Specialist
·     Responsible for providing accounting and financial assistance to the child support teams.
·     Reconcile child support case payment histories.

·     Process payments in accordance with child support enforcement policy & procedures.

·     Successfully completed a government audit.

·     Manage a caseload of over 650 using administrative processes.

·     Demonstrate skill in obtaining and assessing information through interviewing and 

 analyzing and interpreting records, documents and reports.

·     Locate non-custodial parents.

·     Ensuring compliance of child and/or medical support orders through a number of administrative 
 and judicial enforcement actions.
AppleOne, Inc. (Temporary Placement Agency)
Virginia Beach



2012 - 2013
     Kerr Environmental Services - Office Manager

·     Proof-reading & editing and telephone management; assisted with project management.
·     Assisted with Accounts Payable and Accounts Receivable.

·     Managed Request For Proposals and Marketing.

Aflac, Supplemental Insurance


  Hampton Roads


2010 – 2012
     Independent Associate Representing Aflac
·     Life, Health and Annuities, Virginia License, exp. 8/2012
·     Delivered presentations to business leaders and personnel.
Goldbelt Falcon, LLC                                                         Newport News                                       2008 – 2009       
     Special Assistant to the President - Personnel/Purchasing/Logistics Assistant
 

· Edited and compiled draft of new employee handbooks.

· Assisted Logistics Manager with all coordinated efforts of successfully managing 9 remote sites for Tethered Aerostat Radar Systems (TARS) defense contract, including source pricing for and tracking all stock.
· Generated requests for proposals, created purchase requisitions, developed and maintained purchase order files (Program Management Office for TARS) in accordance with ITT Corporation’s Purchasing Manual and audit regulations.
· Successfully completed an audit.
· Tracked over 400 outstanding repair and new build orders from prior contractor for completion and delivery.
· Item Unique Identifier (IUID) Program researcher, developer and trainer.

Old Dominion University



       Norfolk




     Frank Batten College of Engineering and Technology




   2007 – 2008

     Dean’s Office Program Manager:  Special Events Coordinator & Donor Steward; Assistant to the Dean

· Assisted with all aspects of donor relations. 
· Coordinated strategic promotion, marketing, organization, execution of annual college events and student recruitment; including site selection, parking considerations, contract negotiation, cost analysis, travel arrangements and catering services. Recruited, supervised and directed the work of volunteers and special event staff. 
· Coordinated the development and implementation of effective advertising efforts and online communications.
· Prepared written text for executive’s speeches as well as PowerPoint presentations.
· Prepared letters of recommendation for faculty in various departments.
     Office of Student Financial Aid







   1992 – 2007

     University Scholarship Coordinator, Enrollment Services Specialist/Financial Aid Counselor, Intake Supervisor

· Created/Facilitated/Forecasted the university-wide scholarship program totaling in excess of $6 million in budgets. 
· Corresponded with all constituents via award letters, e-mail, telephone and in-person. 
· Maintained relationships with the admissions and development offices, academic areas, scholarship donors and trustees.  

· Reviewed and edited 20 endowment contracts annually for university compliance. 

· Annually reconciled in excess of 110 fund accounts.
· Assisted in the preparation of National Science Foundation grants.

· Supervised Classified State employees, verified time, completed evaluations.
Computer Skills
Microsoft Office Suite | APECS | Sungard’s BANNER | Deltek | IMS (Access based)
Crystal Reports | Hummingbird's BI Query | Datatream’s 7i | Internet Research | Experience with SPSS

Education
Old Dominion University






Master in Public Administration






Bachelor of Science, Criminal Justice;   Minors:  Sociology & Political Science





Management Practitioner Certificate   
Western New England College (University) School of Law






Completed Coursework in Law

Community Service

Congregation Beth Chaverim






1997 – Present

· Hebrew Studies Coordinator





2011 – 2017
· Religious School Teacher





2009 – 2017
· Youth Group, Co-Advisor





2009 – Present

· Sisterhood, Co-President





2008 – 2010
· Temple Board Member






2014 – 2017
FBI, Multi-cultural Committee






2011 – 2014
Oyster Point Mariners Lion’s Club





2009 – 2011

Virginia Jaycees (Richmond, Virginia Beach & Peninsula)


1990 – 2007

Managed programs up to $6 million in budgets	


Organized and worked caseload of 2600 students





Coordinated large event for over 1000 people	


Managed 2 National Science Foundation grants that benefited over 100 students	
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