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Your career is more important than likes…



In honor of Diane DeSouza

Diane DeSouza – Former P-card and Procurement Administrator

Style of leadership: Straight to the point, direct and concise communicator

Personality: That of an angel

Diane passed on 7/16/2022

Her favorite line to me when I complained:
“SHUT UP! Don’t blame anybody but yourself. Now get 
yourself together and show these people who’s boss 
around here”



The Basics



An #UPDATED CV is like oxygen to your 
career

• Ensure your CV has all the relevant details 
needed to sell you
• Grammar matters
• Headshots not so much
• Style should be sleek and easy to read
• Your personal email must always be 

appropriate
Keep track of all that you do – start a weekly 

journal
• Focus more on accomplishments instead of 

tasks/duties
Ensure your online CV’s are always up-to-date



You’ve got to #DressThePart

FIRST IMPRESSIONS ARE LASTING

• Each company/department/division has 
a dress code

• Leadership (within each domain listed 
above) will dictate the dress code for 
your area and your ability to rise within 
that company/department/division

DRESS FOR THE POSITION YOU WANT NOT 
THE POSITION YOU CURRENTLY HAVE



You heard it from #LesBrown first



Provide more #VALUE than what 
you are paid for

• It’s not about how much you do, rather 
its about the value you provide

• Administrator, Residency Coordinator, 
Practice Manager, Support/Secretarial 
Staff

• Experience, know-how, connections, soft 
skills such as time management, ability to 
prioritize, leadership…

Critical thinking  is a must –don’t bring 
problems, bring solutions

• Leads to new professional opportunities, 
promotions, salary increases or bonuses



#CONTINUALLY increase your skillset

Education
Certification
Qualifications
Workshops
Annual meetings
Virtual meetings/seminars



Your #REPUTATION precedes you…

• What does your reputation say about you:
§ Are you a team player
§ Are you success driven

§ What’s your track record in meeting 
deadlines and accomplishing targets and 
goals

§ A good reputation will allow you to make 
and keep connections

§ Diversify your interests, activities and 
connections
EVERYBODY WANTS TO BE ASSOCIATED WITH A 

WINNER



#NETWORK and not the IT version

• Social Media is a great way to tell your story, and to 
market yourself to persons who may not necessarily 
know you or work with you directly

• Add persons who inspire you,  motivate you or whom 
you admire

GET A MENTOR
• Be active – like, share, comment, ping, message
• Use POPULAR #Hashtags so that your work pops up in 

more searches
• LinkedIn – everyone should have a LinkedIn page
• Facebook – join professional groups 



There are #NO FRIENDS in business

• Associates
• Coworkers
• Supervisors
• AVP’s 
• CEO’s

JUST NO FRIENDS…
Professionalism must remain a 

cornerstone in all your activities



Go to the #SOURCE

Follow the #POWERTRAIL

• Consult the #REQUESTOR not your #PEER
• Address issues with persons who CAN fix them
• Remove 3rd parties to eliminate message 

distortion
• Remove noise and chatter



#RECOGNITION is an important tool in your 
career tool kit

• Recognition brings with it 
OPPORTUNITY

OWN YOUR WORK, ACHIEVEMENTS 
AND ACCOMPLISHMENTS

• Apply for every recognition or award 
that is available to you
• Let the whole world know of what 

YOU have done
Participate on committees, and key 
projects both department-wide as 

well as institution-wide



Your Mindset



#OprahWinfrey’s words of wisdom



The biggest BATTLE is in #YourMind

• Often times title follows action meaning 
you’ve been doing the job long before 
OFFICIALLY being appointed to the position

Fear is believing you can’t do the same 
thing that you have been doing all 

along

• We limit ourselves by allowing the words and 
actions of others to infiltrate our thoughts 
when in fact those views and opinions should 
have #ZERO impact on our lives



Your #PASSION is in your purpose

Your dream and vision is just that YOURS

No one else has to understand

No one else has to know

#DoYOU



#VisionBoard brings to life the thoughts and 
ideas in your mind

• If you can enVISION it, you can achieve it

• Create a Vision Board

• Review it daily

• Update it constantly – adding new goals, 
removing completed goals

If you don’t live your dream, you will 
work to make someone else’s dream 

come through



Be #COMMITTED to the process

• #SetGoals
• #NoCopOuts
• #ShatterThem
• There will be 

obstacles and 
failures
Failure is part of 

SUCCESS but 
SUCCESS is the only 

outcome



Celebrate #SUCCEESSES - yours  and others 

• Be like peter pan … and never give 
your magic and wonder away

Applaud yourself and others for 
outstanding work and 

accomplishments
• Keep your fire burning
• Keep your dreams and hopes alive
• Inspire others by expressing to them 

how they have inspired or motivated 
you 



Step out of your #COMFORTZONE

Growth can not and does not occur in 
comfort or security

• Conduct a Skills/Career Gap Analysis 
• Clinical knowledge/experience gap
• GME gap
• Leadership gap
• Lack of a tertiary degree

• Identify how to correct this gap
• And do it
Challenge yourself…each year obtain a different 

skill



#Criticism is part of professional 
development

• Know the difference between constructive 
and destructive criticism
• Constructive criticism focuses on:

• The work product not the person
• Gives feedback on how to improve the final 

product
• Is meant to improve the employee’s 

knowledge and understanding so that goals 
can be met

• Allows the employee to identify any barriers or 
issues encountered

• Ex: “Kino, thanks for your hard work but 
there are some missing elements in your 
presentation. If you include the 
following… into your work, it will 
strengthen your argument. Additionally,  
citations are important”



Saying “Thanks” is important

• Helps to build connections 
• Shows character
• Creates goodwill for you
• Makes people more inclined to 

help you in the future

GOODWILL NEVER STOPS PAYING OFF



You’re going to have #HATERS

• IGNORE
• REMOVE
• REPLACE

     Leave all the baggage behind…



Sticks and stones may break my bones but 
words #CAN hurt you

Words that I am called by others Words I call myself

Myopic Accountable/Owner

Difficult Strive for excellence

Arrogant Confident

Know-It-All Knowledgeable 

Entitled Earned Privilege

Fun, friendly and an enthusiastic 
champion of well-being

Experienced, leader, trail blazer, 
educated, talented, skilled

The only thing that matters is what you answer to!



#RESPECT goes both ways

• Treat people the same way you want to be 
treated

• Remember everyone is facing a battle that 
no one knows about

• Title in today’s working environment doesn’t 
carry the same weight/value/significance as 
it once did

• Be kind
SPEAK UP
BUT ALSO

LISTEN



#Communciation is everything

• Do I understand what is required of me
• Am I properly communicating my 

workload, effort and difficulties 
encountered
• Am I keeping everyone abreast of the 

project’s progress
• Do I need to ask for help
Proper communication will reduce conflict and a 

waste of resources



What’s out there for me to help me reach 
my higher educational goals?



Use all your #RESOURCES -
Individual Development Awards

• www.uupinfo.org
• Individual 

Development 
Awards Program

• Will reimburse 
coursework, 
seminar/worksho
p attendance, 
research and 
other scholarly 
activities

http://www.uupinfo.org/


Use all your #RESOURCES –
Certification Licensure Exam Fee Reimbursement

• NYS/UUP JLMC 
CLEFR Program | 
Office of Employee 
Relations

• Will pay the 
examination fees 
for all NEW 
certifications

https://oer.ny.gov/nysuupclefr
https://oer.ny.gov/nysuupclefr
https://oer.ny.gov/nysuupclefr
https://oer.ny.gov/nysuupclefr


Use all your #RESOURCES -
Federal Loan Forgiveness

Public Service Loan Forgiveness | 
Federal Student Aid 

Employed full-time at government 
employer

Made 120 qualifying payments

https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service
https://studentaid.gov/manage-loans/forgiveness-cancellation/public-service


Use all your #RESOURCES
Ask your department

Some departments are more laden in resources than others, but nothing beats a try:

• Many programs have Inter Fund Reimbursement Accounts otherwise known as IFR’s – all bring in $$$ 
for academic support

• IFR balances transfer over to the next fiscal year
• Departments Hospital Accounts operate on the motto:  Use it or loose it: funds must be spent in the 

current fiscal year
• COM Accounts have a spend date: monies must be spent by June 30
• Typically, department administrators will know by April how much money they must spend by June 30 
• You may be able to bargain with your department by suggesting that they pay for your 

professional development activity and then be reimbursed through the IDA/PDA or CLEFR; thus 
no money ever comes out of your pocket!

Note:
• Every coordinator in larger department should not all request educational expense coverage at the same time
• Coordinators should request every other year rather than yearly



Use all your #RESOURCES –The ask

Prepare an email about the benefits of having the professional development item: 
§ benefits to the program
§ department and institution
§ finally, yourself 

Leaders want a cost benefit analysis

The ACGME encourages program coordinator development through their coordinator specific 
educational conferences

Be persistent but respectful – THIS BENEFITS YOU



What #DrSmith said…



Use all your #RESOURCES – Get TAGME 
Certified
• The GME will pay all examination fees for 1st time test takers
• The RPCF  has created a Blackboard TAGME learning portal designed to assist 

coordinators with their TAGME certification prep
• Study materials, PowerPoint presentations, test day advice, practice tests 

and more 
• Every coordinator should request permission to this portal regardless of when 

you will be taking this examination
• Questions were formatted to replicate actual TAGME questions

NOTHING COMES FOR FREE

• To gain access every coordinator is asked to contribute 10-20 questions to 
the test bank 



Warren Buffet

SHOW THEM WHO WE ARE



THANK YOU


