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THOMAS P. RUSIN

1135  92 ST Unit 4, Bay Harbor Island, Florida 33154; H (305) 861-7277 C (786) 970-9891
E-mail thomas.rusin@gmail.com

Faculty/Management Professional / Operations/Human Resources/Labor Relations/
Staff Development/Marketing/
Dedicated organizational manager with track record of assuming positions of increased accountability.  Background includes experience in the medical field, aviation, education, and retail.  Proven leadership skills- able to retain develop and motivate employees to new levels of productivity.  Able to communicate successfully and productively to any and all kinds of people.  Excellent problem solver and strategic planner. Strong team orientation and accomplished public speaker.    

Education and Training

MBA (Masters of Business Administration) University of Phoenix October 8, 2007. 

B.S degree in Political Science, Saint Thomas University Miami, Florida August 31, 2001. GPA 3.0. 

A.A in Business Administration, Miami Dade Community College. Miami Florida December 1999.

Seminars:

Cobra administration procedures rules and regulations. Cobra Administration Systems Michigan.  

Public Offices:

Notary Public State of Florida from July 27, 1999 to July 26, 2007.

Certifications:

Certified Teacher with Miami Dade County, Public Schools System, since January 17, 2002, in the

area of Political Science (2-058)

Experience
Miami Dade College, School of Business, Wolfson Campus


5-12-08 – Present

Dr. Ana Cruz, Chair 

Adjunct Faculty 
· Principles of Business GEB 1011

· Principles of Management  MAN 2021

· Principles of Entrepreneurship GEB 2112
· Small Business Management SBM 1000
Miami-Dade Community College, Community Education, Miami, Florida 
03/2006 to Present

Faculty ESOL
· Manage a group of at least 40 students at the same time. Precise lesson planning and deliver a message in an efficient manner.
Miami-Dade County Public Schools Education, Biscayne Elementary

 1-23-02 –Present
Faculty of ESOL Level One

· Teach in the Adult Education Continuation Program.  Manage a group of at least 45 students at the same time. Precise lesson planning and deliver a message in an efficient manner
THOMAS P. RUSIN


Primecare of Coral Gables, Coral Gables, Florida



7/04 to 10/07

Administrator

· Managed a family practice with 30 employees. Coordinated medical director’s activities. Special projects, marketing and promotion, procedures that can be done in the office to maximize revenues.

· Set office policies, hiring and firing, staff evaluation, patient flow, HIPPA officer, compliance officer, preparing budget, maintenance of contracts, accounts payable, payroll, managed care contracts, ordering supplies, accounts receivable, secretarial work, billing, collections and coding.
· Human Resources 44% of time, Financial Management 27%, General Duties 20%, Patient Issues 9%

Montello & Kenney P.A. Law Firm





8/02 to 12/03

Legal Assistant
· Assisted two attorneys appointed Special Master and Appointed Receiver for various receiverships for the SEC (Securities and Exchange Commission). 
· Worked with PC Law computer program doing accounts payable, posting expense recoveries, entering time sheets, posting expenses to the Client Ledger, and billing.

Sirgany International Inc. 






5/01 to 8/02 

Miami International Airport Retail and Restaurant Industry

Human Resources Manager

· Conducted proper compliance with federal laws and regulations.  Administered benefits, Managed an office with five assistants that provided support to the personnel department.
MIA/CFS (WORLD WIDE FLIGHT SERVICES)                                                 9-3-96 to 4/6/01
Human Resources Benefit Administrator/Staff Accountant 

· Managed payroll for over 350 salary and hourly employees oversaw the payroll of five administrative assistants that submitted their division’s timecards for the payroll.  
· Worked with accounts receivable balance and entered`daily cash receipts. Human Resources and accounting duties (Benefit Administrator, Workmen's Compensation, Cobra.)

