PETER J. LLEWELLYN
832 Grakyn Lane

Philadelphia, PA 19128

(215) 482-4023

E-Mail – pllewellyn19128@verizon.net
EXPERIENCE
COMMUNITY COLLEGE OF PHILADELPHIA

Manager
Division of Enrollment Management 
July 1993 - Present

Duties entail assisting the Dean with all phases of managing the master schedule and facilities  at the Regional Centers of the College. The Regional Centers offer a wide range of services to the students through off campus offerings of credit bearing courses at Regional Centers and neighborhood sites.  My position is specifically responsible for schedule recommendations, building management, course activation, technology recommendations, coordination of the production of regional center course offerings,  monitoring enrollment trends, and coordination of services with Deans, Department Heads and other staff . Work with partner groups, develop new programs in the community and serve on a range of committees. Recruit, register and advise students. 

Program Coordinator

1984 - June 1993

Managed, marketed and coordinated continuing education programs, including credit and non credit offerings at 6 neighborhood sites throughout the City of Philadelphia serving approximately 1300 students. Additional programs included those at two area hospitals, Inglis House, the Philadelphia Streets Department, the Center in the Park, the Philadelphia Board of Realtors, and other organizations each semester as assigned. Worked with Department Heads, Deans, other College officials, and neighborhood organizations to initiate and maintain continuing education programs throughout the City.  Acquired and maintained classroom space. Recruited, registered and advised students. 

Systems & Procedures Coordinator

1980 - 1984

Duties included coordination of off campus services, including scheduling, coordinating  registrations, book sales, advising, grade report distribution and maintenance and computer center liaison. 

COMMUNITY COLLEGE OF PHILADELPHIA 

Adjunct teaching assignments, credit courses: 1983 - present

Part time instructor. Courses taught have included:

MNGT 121, Management in the American Economy

MNGT 141, Principles of Management 

CIS 101, Computer Literacy -  CIS 103, Microcomputer Applications - OA 106, Word & Powerpoint
Non credit adjunct teaching assignments & course development: 1999 - present

Introduction to the Internet
Resume Writing Workshop 
Google, It’s Not Just a Search Engine

LIBRARY EMPLOYMENT

COMMUNITY COLLEGE OF PHILADELPHIA

September 1999  to present
Adjunct librarian. Staff the reference desk evenings and weekends and teach  bibliographic instruction classes.  

FREE LIBRARY OF PHILADELPHIA

October 1999 to May 2003
Seasonal Librarian-Roxborough Branch

DREXEL UNIVERSITY

Hagerty Library 1998-99
Part time Librarian

Staffed the reference desk on Sunday evenings while attending Drexel Graduate School. 

PHILADELPHIA UNIVERSITY

(formerly PHILADELPHIA COLLEGE OF TEXTILES & SCIENCE)  

Pastore Library. Philadelphia, PA

Serials Supervisor

1976 - 1979

EDUCATION

DREXEL UNIVERSITY 

MLS, 1999  

PHILADELPHIA COLLEGE OF TEXTILES & SCIENCE

MBA, 1983

BS  Management 1979

COMMUNITY COLLEGE OF PHILADELPHIA

AS, Liberal Studies. 2000

Computer skills include excellent Internet knowledge, word-processing, spreadsheet and other windows applications. (WORD, EXCEL and POWERPOINT() HTML, familiar with Banner and Resource 25. Hobbies include painting in Watercolor/drawing, book collecting.  
PA Real Estate Sales License – currently in Escrow. 
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