
Patricia Campos Bowie
1282 Smallwood Drive W. Suite#384, Waldorf, MD 20603 ( ptrcbw8@gmail.com

I have over 25 years’ experience in administrative and personnel management, working both in the public sector, the academic community and in private industry.  I am highly team oriented, persuasive and articulate with a passion to help our community.  Builder of rapport with all personnel and clientele alike and possess affable qualities.  Experienced in business administration, customer service, public relations, partnership building, product management, and knowledge management.

EDUCATION

2006 – 2010     B.S. degree, Organizational Leadership and Management, Regent University
                 


PROFESSIONAL EXPERIENCE


2008 – Present        Charles County Public Library                                                              La Plata, MD

  Children’s Outreach Librarian
· Hired as a bilingual Spanish/English story teller, under the auspices of an LSTA (Library Services & Technology Act) grant, for the Charles County Public Library in partnership with the Judith Hoyer Early Child Care and Educational Centers and Lifelong Learning Adult Center ESOL parents and their children.  On a monthly basis am providing approximately 35 bilingual story-time sessions for three Title 1 high-risk area elementary schools, Dr. Mudd, Eva Turner and Barnhart.  This special literacy project serves as an early intervention program targeting at-risk and low-achieving students and those with non/limited English speaking families meet state mandated content and performance standards. This program targets day care, Spring Starts (3 year olds), Pre-K, Head Start and kindergarten age children.
· In our annual grant review, we received the highest possible rating from the DLDS (Division of Library Development & Services) for our first successful bilingual literacy program which serviced over 4,600 patrons in the Charles County community. 
· Create, develop, translate and modify classroom curriculum as needed per each grade level.
· Coordinate with teachers and learning center managers scheduling of story-time sessions for all three Title 1 schools and Head Start programs.  
· Developed grant portfolio (catalogue of event results), promotional materials and end-of-school year parent/teacher survey. 
· Provide bilingual and traditional story times at additional public forums (Borders Books & Café in Waldorf, Early Childhood Day at Regency stadium, Berry Elementary,  and PD Brown library)
· Develop and maintain library materials inventory database.
· Collaborate with other partnering agencies such as, Lifelong Learning Adult Learning Center, Judy Centers, Charles County Health Department, Social Services, Sheriff Department and Early Childhood Education Team Services. 
· Attend monthly Charles County Government team meetings and county wide community events geared toward families.
· Assist other library outreach programs as needed.
2008 – 2008           Regent University, Washington D.C. location                                   Alexandria, VA
 Office Manager

· Responsible for coordinating and consolidating three campus departments in preparation for mandated closure of the Regent University satellite campus in Alexandria, VA. 

· Conducted daily, weekly and monthly communication and coordination with Student Services Director, IT department heads, vendors and other main campus personnel from Virginia Beach for the smooth transition. 

· Maintained key control database, for the university facility, to track and manage building and garage access for approximately 100 students and eleven staff and faculty members.

· Worked closely with building facilities operation manager for maintenance of daily campus operations, activities and events.

· Maintained weekly/monthly classroom roster for in-house and visiting adjunct professors.

· Managed mail distribution for all office personnel.

2006 – 2008           Regent University, Washington D.C. location                                   Alexandria, VA
 Student Services Administrator

· Team member responsible for prospective and current students regarding enrollment, courses offered, and campus information.

· Served as acting office manager when director was attending off-site conferences.

· Assisted director in relocation of campus to new facilities.

· Library liaison assisting students with checking out and returning university library materials through university interlibrary loan program.

· Prepared and maintained student photo ID security cards program.

· Prepared and assisted campus director of school events, collect and maintain RSVP data base in EXCEL spreadsheet format, copy forms and materials, informational student folders, name tags and food preparation.

· Created promotional flyers utilizing MS Publisher.

· Maintained weekly student prospect contact information into Center Enrollment Web form.

· Served as front desk receptionist handling heavy phone, filing, and mail correspondence, greeting patrons.

· Responsible for monitoring garage keys of 50+ staff and faculty.

· Responsible for maintenance of lockbox of keys for five-story building and off-site classroom facility. 

· Opened and closed facility.

· Assisted visiting VIP’s main campus personnel and visitors with parking passes and hotel accommodation information.

· Managed daily incoming and outgoing mail distribution for all office personnel.

· Controlled student snack cart and reconcilement of petty cash.

· Maintained all office files.

· Assisted in annual graduation events, ordering and distribution of student regalia.

· Assisted student services director in coordinating and planning annual graduation cruise for over 80 students and their guests. Prepared flyers, placed calls, created printed invitations, prepared gifts for students. 
2002 – 2005           Maryland Bank & Trust Company, N.A. (Operations Center)           Waldorf, MD
 Residential/Commercial Loan Clerk

· Responsible for managing life of loan documents files.  This included maintaining and tracking all loan associated financial statements as well as title and hazard insurance documents.

· Processed and distributed weekly loan bank rates reports and 45-day loan maturity reports to all branch personnel at all seven branches.

· Purchasing clerk for loan department providing needed supplies on a monthly basis.

· Attended annual bank compliance meetings.

Escrow Account Administrator

· Responsible for finding new Tax & Flood service vendor for bank with internet capabilities thus reducing manual processing time by more than 50 percent.

· Developed and designed an escrow department manual thus purging obsolete information and processes reducing work time in half.

· Responsible for 250 escrow/impound accounts, analyzing escrow reports on an annual tax cycle.

· Responsible for customer scheduled disbursements of real estate taxes and hazard insurance for all escrowed account holders.

· Mailed year-end escrow analysis reports, process escrow refund/overages checks as needed.

· Maintained the over 700 non-escrowed accounts for tax delinquency, and prepare tax delinquency notices as needed.

· Conducted annual maintenance of mail merge database of clientele.

· Responsible for approximately 900 flood account holders.

· Responsible for invoice billing of tax and flood services from vendor, checked for accuracy.

· Responsible for maintenance of all real estate tax and flood account holders for new and existing customers for life of loan.

· Monitored new construction to perm loans with pending impounds accounts.

· Weekly communication with online Tax & Flood service provider.

· Worked closely with bank’s Audit Department for loan compliance issues.

1999 – 2002           Maryland Bank & Trust Company, N.A. (Operations Center)           Waldorf, MD

                              Administrative ATM/VISA check card Assistant
· Served as department head while supervisor attended off-site conferences.

· Provided support in ATM/VISA check card department, ACH/merchant department. 

· Responsible for maintenance of PC banking and WebBill Pay programs and enrollments.

· Conducted daily download of PC Banking Reports from Equifax Utilities provider.

· Prepared correspondence notices for 600 PC Banking customers.

· Responsible for ACH generation of payroll/taxes for over 40 business merchants and in-house bank employees.

· Responsible for merchant charge-backs.

· In charge of reconcilement for five (5) ATM cash dispensers.

· Provided customer service to patrons and in-house bank personnel as needed.

· Developed and implemented new accounting methods utilizing Excel software, cutting workload responsibilities by 50 percent.

· Monitored and reconciled bank’s official checking account.

· Responsible for reconcilement of savings bond redemption for seven (7) branches.

· Responsible for compiling daily information for seven (7) end-of-month reports for bank’s Board of Directors and Executive officers.

· Responsible for end-of-month purging of closed bank accounts from banking system.

· Attended monthly/annual banking seminars for Federal Regulation compliance.


COMPUTER SKILLS


· MS Office 2007 (Word/Excel/PowerPoint)

· Internet navigation

· MS Publisher

· Blackboard

· QuickBooks

· Deltek

· Equifax 2000 E:Reports

· Kirchman/Dimension

· CJIS/CDB Info Tek


FOREIGN LANGUAGES


· Fluent in Spanish: read, write and speak

· Knowledgeable in German language

