MICHELLE SILVER LEE

michelll@usc.edu

ORGANIZATIONAL & INDIVIDUAL DEVELOPMENT
Consultant with proven ability to effectively help individuals and organizations develop themselves to improve employee
engagement, communication and consumer satisfaction. Areas of expertise include:

= Educational Psychology " Organization Development Initiatives
= Leadership Development/ = Individual and Team Development
Coaching " Crisis & Change Management

= Communication Systems

EDUCATION

Ed.D. Higher Education: Policy, Planning, & Administration (2012)

University of Southern California, Rossier School of Education

e Dissertation on faculty productivity

e Research focusing on faculty productivity, student affairs, pedagogy, and distance learning

Community College Teaching / Administration Certificate (2004)

University of Southern California, Rossier School of Education

M.S.Ed. Educational Psychology and Technology (1998)

University of Southern California, Rossier School of Education

e Specialization in Instructional Design & Training, Curriculum Assessment, Instructional Technologies, Adult Learning,
Motivation and Counseling

o Master’s thesis focused on standardized testing and retention rate for college students

Tutoring Certificate (1998)

University of Southern California, Athletics and Academic Support

B.A. Social Sciences/ Political Science, University of California, Irvine (06/1997)

ACADEMIC EXPERIENCE

USC Marshall School of Business- Department of Business Communication 8/2022 - present
Adjunct Professor

e BUAD 302: Communication Strategy in Business Instructor

e CoreStrength (SDI) Certified Trainer

USC Marshall School of Business- Department of Management and Organization 8/2016 - 5/2022
Adjunct Professor

e BUAD 304: Organizational Behavior & Leadership Instructor

PROFESSIONAL EXPERIENCE

Synergy Educational Consulting- College Admissions and Career Consulting 2000 - present

Executive Director

e Provided consulting for college admissions and career

o Assessment services (MBTI, Strong Interest Assessment, VIA Character Assessment, Interest Profile, etc.)

e Consulted on organizational development initiatives that ranged from needs assessments to leadership development
and succession planning that resulted in increased effectiveness and attainment of ROl measures

o Facilitated personal leadership growth using coaching principles and tools that resulted in increasing individual
effectiveness and efficiency for senior leaders and high potentials in large and small organizations

¢ Designed and facilitated strategic planning/ business development sessions that resulted in reorganization, clarified
role expectations, and attainment of business plan goals 18% over projection

o Created merit pay structure and goal setting systems that aligned employee efforts to growth of companies

e Conducted team building sessions that created alignment of team members to team and organizational goals
resulting in effective attainment of goals

e Developed and delivered management workshops and employee skills training based on in-depth needs analysis and
client input

e Provided guidance and direction in creating client centered learning tools that ranged from stand-up trainings to
individual exercises and support materials

USC Marshall School of Business- Ph.D. Program Office 2004 - 2016


mailto:michelll@usc.edu

Associate Director

Counseled prospective students regarding university admission policies and procedures; Review and evaluate
applications and notify admission decisions; provide training and guidance to faculty and staff

e Provided academic counseling and advisement to Marshall Ph.D. students

o Developed marketing and recruiting goals, objectives, plans and strategies with the Deans and Directors

o  Worked closely with other departments on campus for AACSB accreditation

e Reconciled and adjust all students’ fee bills (fellowships, graduate assistantships, tuition, health and dental insurance,
Student Health Center fee) in SIS

e Submitted annual reports to the Graduate School and serve as liaison for all offices on campus.

e Coordinated and organize special events such as Orientations, Commencement, receptions, and conferences

e Worked with faculty in the Marshall School of Business to assist them with any Ph.D. student related issues.

¢ Maintain, administer, and reconcile the budget for the Marshall Ph.D. Program

e Managed class scheduling in SIS and room coordination for Ph.D. seminars

e Prepared and manage all offer letters for Marshall Ph.D. Program

e Supervised a full-time staff and team of non-exempt workers to run everyday office duties and functions

USC Viterbi School of Engineering- Dean’s Office, Academic Affairs 2001- 2004

Appointment, Promotion, and Tenure Coordinator/ Faculty Course Evaluation Coordinator

Maintain all confidential faculty personnel files and paperwork

Maintain, administer and reconcile budgets for Senior Associate Dean of Academic Affairs

Processed all Viterbi School of Engineering faculty paperwork

Prepared all appointment and promotion dossiers for tenure/tenure-track and non-tenure (research/lecturer) files for
submission to Provost office

Prepared and process the faculty recruitment letters

Processed the promotion and demotion letters to the Provost Office

Managed faculty contracts

Served as main point of contact for APT Committee and assist APT Chairperson

Liaison to departments and Provost Office for any faculty matters

Coordinated and maintain Teaching and Course Evaluation for all courses offered in School of Engineering (Ave. 450/
semester)

Event Planning for various faculty functions, Deans and Staff

USC Marshall School of Business- Undergraduate Advising Office 1999 - 2001
Academic Counselor/ International Exchange Program Coordinator

Provided academic counseling and advisement to Business, Pre-Business, and other major undergraduate students
in individual and group sessions

International Exchange Program (IEP) coordinator: development of marketing and recruiting goals, objectives, plans
and strategies with the Director and Dean. Communicated with partnering institutions to accommodate articulation
verification, registration, housing, credit transfer, etc. Conduct interviews with applicants to select the best candidates.
Prepared marketing materials (brochures, flyers, booklets, etc.) to promote the program.

Coordinated and organized special events such as Orientations, Commencement, receptions, and conferences.
Supervised a team of non-exempt workers to run everyday office duties and functions.



