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21255 E. 1400th Street
Good Hope, IL 61438

(309) 456-3879
E-Poulter@wiu.edu



Education
Bachelor of Arts, English, May 1992

Bachelor of Arts, Speech Communication, May 1992

Monmouth College, Monmouth, Illinois

Cumulative GPA 3.7/4.0

Professional Experience
Academic Advisor - Western Illinois University, Macomb, Illinois
English and Journalism Department, July 2002 – present
Engineering Technology Department, March 1998 – June 2002

Primary responsibilities:

· Advise undergraduate students enrolled as majors or minors within the department and assist them with registration and schedule changes as needed
· Manage academic records for all majors within the department and continually scrutinize them to be sure all requirements are being met for graduation

· Interpret and communicate to students numerous and complex institutional policies and procedures including those pertaining to registration, requirements for degree, academic dishonesty, graduation, FERPA, CAGAS and grade appeals 

· Represent department at all SOAR registration programs, includes working with new students and giving group presentations to those students and their family members
· Assist the department chair and undergraduate committee with course scheduling
· Utilize all available advising and administrative screens via MVS and/or WIUP
· Work closely with members of the College of Education and Human Services in coordinating the programs of our English Education majors

· Assist the chair in course articulations for the Transfer Admissions Office.

· Gather various statistical information on our students and assemble reports for the chair and faculty committees as needed

· Maintain positive working relationships with the 50+ English and Journalism faculty and staff members

· Hire and supervise an advising office staff of three to four student workers each year.

· Oversee the development of detailed course descriptions for English and Journalism courses each semester, which are then posted to the web for student use
· Serve as chair of the department’s Scholarship Committee

· Develop promotional materials for the department to be used in various recruitment activities.

· Serve on the University Advisor’s Council on a rotating basis as well as various other department and university committees as requested
· Supervised a full-time secretary and staff of student workers in the Engineering Technology position
· Taught preparation workshops and monitored student qualifications each semester for 

the Engineering Technology department’s WID course, ENGR 493 Internship 
Additional Experience
Production and Continuity Director/Copywriter - WMOI/WRAM Radio, Monmouth, Illinois
May 1993 - May 1995
· Worked first-hand with station sales staff and their clients in developing advertising packages to suit the needs of their individual businesses
· Wrote the majority of all commercials used at the station

· Coordinated and assigned all production for an on-air staff of six to eight members 
· Mastered the techniques of creating professional ads for on-air use from copywriting to voicing to editing
Affiliations, Honors and Additional Skills

· National Academic Advising Association (NACADA) member
· Western Illinois University “Advisor of the Year” - 2007-2008

· Outstanding Advisor Award presented by WIU chapter of NCTE – 2004-2005

· Macomb Area Chamber of Commerce Community Leadership Academy – 1998

· Microsoft Word, FileMaker Pro, MVS and WIUP

