Sandra Dixon
916 N. Webster, Portland, OR 97217   ·   (503) 702-8164   ·   sdixon3@g.emporia.edu

Highlights of Qualifications
Experience working with diverse populations
· Provide excellent customer service to clients of all backgrounds including English language learners
· Appropriately apply FERPA & confidentially procedures
· Assist students in locating classes, and accessing grades & records
· Explain & apply complex rules and procedures; proctor tests and ensure security of test materials; score exams; upload exam scores
· Respond to requests & refer students and the public to appropriate resources 
· Provide accommodation for students working with the Office of Students with Disabilities
· Provide information and support for students working with the Women’s Resource Center
Experience with at-risk students
· Placement testing preparation tutoring with at-risk students at YEI
· Placement testing preparation tutoring with at-risk students at New Avenues for youth
· Placement testing preparation tutoring with at-risk students in the YESS program
Classroom Presentation
· General Equivalency Diploma program orientation including best practices for placement testing, time management, state & local testing policy and community resources
· Returning Women Students at PSU: how to navigate higher education, study strategies, communicating with instructors
Administration
· Maintain proper handling of confidential files and documents
· Create, proofread documents and reports
· Provide reception and customer service
· Data entry
Computer Skills
· 
· Microsoft: Word, Excel, PowerPoint, Outlook
· Zoom
· Google Suite
· BANNER



Certifications
Conflict Mediation     Certification    	Portland State University 2014	
Pearson VUE Certified Test Administrator Portland Community College (2014)
Diversity Studies Certification 		   Portland, Community College 2020

Experience

GED State Examiner, Portland Community College, Portland, OR (2010-Present)
Interim Testing Coordinator, Portland Community College, Portland, OR (2009)
Oregon Convention Center, Portland Oregon, (2017-2020)

Volunteer, Skanner Prayer Breakfast for Martin Luther King, Jr. Day, Portland, OR (2009 – Present)
Grants Evaluator, Minority Evaluator Program, Alliance of Minority Chambers, Portland, OR (2013- Present)
Oregon Humanities Magazine Public Program Grant Analyzer, Portland, OR (2019- Current)

Education

Emporia State University   Master’s In library science medical research, Emporia Kansas 2019- Pending
Consumer Health Information Specialist (CHIS)							 

Bachelor of Science, Interdisciplinary Studies/Business Minor, Portland State University, Portland, OR (2013)
· 
· Gender, Race & Class
· Advertising
· Psychology as a Social Science
· Information Cities
· Group Interaction
· Diversity Awareness
· Marketing Management
· Creating Peaceful Systems
· Communication Theory
· Family Mediation

· Workplace Mediation
· Conflict Mediation in Multicultural Organizations
· Communication in Groups
· Persuasion
· Peer Mediation
· Communication & Gender


