
S A N D R A  N .  R I C H A R D S O N  

EDUCATION 

2004     LOUISIANA TECH UNIVERSITY                                              Ruston, LA 
 B.S., Computer Information Systems 
 Graduated magna cum laude; curricula GPA 4.0, overall GPA 3.89 

EXPERIENCE 

1996 – Present  LOUISIANA TECH UNIVERSITY,   College of Business           Ruston, LA

2002–Present Information Technology Officer 
 Manage Administrative Assistant and five person design team. 
 Create, publish, and maintain web structure for the College of Business. 
 Produce supporting materials to advertise programs of the college. 
 Design and produce marketing collateral supporting the mission of the College 

of Business and the Center for Entrepreneurship and Information Technology 
 Provide software technical support for faculty and staff 

1999-2002 Webmaster & Word Processing Specialist,  College of Administration & 
Business 

 Create, publish, and maintain a web presence for the College of Administration 
and Business. 

 Produce faculty technical manuscripts for publication 
 Provide software technical support for faculty and staff 

1996 – 1999 Word Processing Operator Specialist, College of Administration & Business 
 Produce faculty technical manuscripts for publication 
 Create computer created illustrations and  

6/1996-9/1996 Administrative Assistant to Director of Research Division, College of 
Administration & Business 

 General clerical and reception duties 

1990–1996 FLORAL ACCOUNTING SYSTEMS                 Ruston LA 

1993-1996 Information Technology Specialist 
 Serve as project manager and network technician for installation of fully 

integrated Unix-based business management computer networks.  
 Configured systems, ordered equipment, co-ordinated resources for installation 

of multi-location, Unix networks.  
 Personally traveled around the United States on minimum of four major 

installations each year; converted data from existing systems to new business 
management software packages; trained personnel how to use software. 
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 Provide first year of training and technical support for all newly installed client-
companies 

 Create and produce documentation for software system 

1990-1993 Technical Support 
 Provide technical support for 300+ client companies using customized business 

management software  
 Configure network equipment and cables 
 Produce and disseminate software updates 
 Produce and update documentation manual for software system 

1987-1990 RUSTON STATE BANK Ruston, LA 

1988-1990 Supervisor, Loan Administration Department 
 Supervise 11 employees in collateral documentation department 
 Serve as network administrator for local and remote Novell Network  
 Customize document programs to generate specific materials for bank 

1987-1988 Secretary, Consumer Loan Department 
 Work as Secretary for Consumer Lending Department Manager 

1975–1979 PROGRESSIVE BANK & TRUST COMPANY. Houma, LA 

1977-1979 Assistant Vice-President, Consumer Lending 
 Establish growing portfolio of profitable consumer and small commercial loans 
 Represent bank at various social and community activities 
 Assist with supervision of  branch banking personnel 

1976-1977 Assistant Cashier, Consumer Lending 
 Managed portfolio of vehicle loans consumer and small commercial loans 
 Represent bank at various social and community activities 

1975-1976 Secretary to Executive Vice President, Consumer Lending 
 Clerical duties as necessary for the job 

1969–1975 LIBERTY FINANCE COMPANY Houma, LA 

1973-1975 Office Manager, Consumer Finance Lending 
 Manage five person consumer loan office 
 Meet profit objectives by establishing profitable small loan portfolio 
 Manage debt collection 

1971-1973 Assistant Manager, Consumer Finance Lending 

1970-1971 Collections Manager, Debt collection 

1969 – 1970 Receptionist and Bookkeeper 
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HONOR SOCIETIES 

 
 Beta Gamma Sigma 
 Phi Kappa Phi 
 Gamma Beta Phi 
 Delta Sigma Phi 
 National Dean’s List 
 Manchester Who’s Who for Business and Professionals, 2004-2006 

SOFTWARE SKILLS 

 
Expert Level: 
 Adobe Photoshop 
 Adobe Acrobat 
 Adobe Dreamweaver  
 Microsoft Word 
 Microsoft PowerPoint 

 
Intermediate Level: 
 Adobe Illustrator 
 Adobe InDesign 
 Microsoft Visio 

 
Basic  Level: 
 Visual Basic 
 Adobe Flash  
 Adobe Premier 

 
Operating Systems, Program Languages, Databases 
 Novell netware 6.0 
 Unix 
 Windows 
 SQL 
 COBOL 
 HTML 
 Javascript 
 Business Basic 
 Microsoft Access 
 Oracle 
 MySQL 
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COMMITTEE SERVICE – UNIVERSITY AND COLLEGE 

2008 -  present  University Senate, Secretary 
2000 -  present  CoB IT Committee, Member 
2000 -  present  LTU Web Committee, Member 
2007 – present  LTU Marketing Group, Member 
2000 – present  CEnIT Board, Member 
2007 – present  LTU Center for Educational Excellence, Staff representative 
2007 – present  CoB Building Committee 
2005 – 2007  Vice-President of University Faculty & Staff Club 


