Sheila Faye Astudillo

sfa10@columbia.edu

Work Address:
Mailing Address:

519 Butler Library
Columbia Univ. Station

535 West 114th Street, MC 1104
PO Box 250640

New York, NY 10027
New York, NY 10025

Work: (212) 854-3521 
Home: (212) 280-8556

EDUCATION: 
COLUMBIA UNIVERSITY, School of Continuing Education


New York, NY



Intermediate Access, January 2001


Visual Basic for Non-Programmers, March 2001 


COLUMBIA UNIVERSITY, School of General Studies



New York, NY

Bachelor of Arts in Economics, May 2000.  Relevant courses include: Money and Banking, Econometrics, Macroeconomics, Microeconomics, Industrial Organization, Economic History of the US. 

EXPERIENCE:
COLUMBIA UNIVERSITY LIBRARIES




New York, NY


Payroll Information Coordinator, July 00 – Present


Maintain time records for all officers, librarians and support staff, including calculation of accrued vacation and sick leave balances. Administer payroll and salary adjustments for all staff. Create statistical or analytical reports as required. Assist in the resolution of labor relations: i.e., grievance and disciplinary cases; and act as the department’s contact regarding benefits issues.


BUENA VISTA PICTURES DISTRIBUTION 




New York, NY


Independent Contractor, February 99 – Present


Provide evaluation of Buena Vista's current films and marketing materials. Record audience reactions to films and materials in the New York area, and submit evaluations and summaries thereof through use of an interactive computer system via the Internet.


COLUMBIA UNIVERSITY LIBRARIES




New York, NY



Student/Casual Payroll Coordinator, September 99 – June 00 

Processed time sheets for student and casual employees of the University’s twenty-two individual libraries. Coordinated with the Federal Work-Study Office and the Controllers Office to ensure timely payment of employees. Supervised and assigned duties to a student worker to help facilitate work completion.

Acting Payroll Information Coordinator, May 99 - September 99
Updated and maintained personnel records. Acted as liaison between union members and their local offices to facilitate the resolution of benefits issues. 


Financial Analyst Assistant, September 98 - May 99
Prepared monthly financial reports including budgets, rosters, budget forecasts and account summaries for the various library divisions by means of analysis and research. Distributed reports to library heads. 


MACROVIEW COMMUNICATIONS CORP.




New York, NY



Member Services Intern, September 97 - July 98
Assisted members of the SixDegrees website with issues, such as login and navigational problems. Utilized Eudora to correspond with members. Set up an Access database for tracking those issues. 

FISHER INVESTMENTS, INC.





Woodside, CA

Compliance Associate, August 96 – August 97

Responsible for due diligence paperwork for employees who needed to be registered with NASD and SEC. Trained salespeople to use GoldMine database to manage client information.

SKILLS:
Macintosh/PC (Windows 95/98/NT), MS Office 97, IE4, Netscape, Eudora Pro, Quicken, knowledge of HTML.

AWARDS:
Student Worker of the Year for Columbia University Libraries
 

April 1999


Columbia University Student Worker of the Year Nominee



February 1999


INTERESTS:
Dancing, performing arts, rafting, rock climbing, singing, skydiving, tennis and traveling.

