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Summary of Qualifications
Experienced and enthusiastic Program Manager with a demonstrated history of positive growth
Skilled in Volunteer Management, Recruitment, Retention, Recognition, and Training
[bookmark: _GoBack]Strong organizational skills – Community Outreach – Instructor/Trainer – Bookkeeping - Project oriented - Natural ability to encourage others – Composed in stressful environments – Disaster Response – Adapts easily to change - Proficient in MS Office applications: Word, Excel, PowerPoint, Publisher, Outlook, Access, Dynamics and QuickBooks Online certified
13 years as a successful small business owner

Professional Experience
May 2017 – December 2017 (Temporary)
Accounting Manager – The Promise in Glen Rose (Glen Rose, TX)
Brought one and one half years of financial records up-to-date so to provide data for 2016 tax returns while creating efficient accounting processes and record keeping systems.  Performed Accounts Payables/Receivables, Payroll (including tax reporting), credit card and bank reconciliations prior to, during and post production.  Onboarded 150+ employees and /or contractors for fall production.
September 2016 – February 2017
Executive Assistant – Father’s House Educational Foundation (Glen Rose, TX)
Created and maintained processes to streamline registration for groups traveling to Israel.  Provided information and assisted participants with travel details. Performed Accounts Payables/Receivables, Payroll (including tax reporting), credit card and bank reconciliations.
January 2016 – April 2016 (Contract)
Project Coordinator – Hood County Substance Abuse Council (Granbury, TX)
Developed processes to gather and maintain data in order to manage federal grant. Provided guidance and support to youth group (TMAD – Teens Making a Difference) Collaborated and maintained relationships with coalition members (comprised of concerned community members, law enforcement, clergy and prevention professionals) to provide drug and alcohol abuse education.
2013 – 2016
Contract Administrator – Chas. F. Williams Co., Inc. (Fort Worth, TX)
Developed efficient file management system to maintain records for large construction projects. Formed working relationships with contractors, keeping line of communication open to ensure timely submittals, billing documentation and precise project records.  Previously with Chas. F. Williams Co. from 1999-2008.
2010 – 2013
Volunteer Manager/Specialist – American Red Cross (NTX Region, Fort Worth, TX)
Revived an unproductive volunteer program consisting of 23 counties, including 4 branch offices, by building and managing a strong Volunteer Services support team, organizing and updating volunteer records, implementing a streamline methods for processing new volunteers and opening lines of communication by designing and regularly distributing a chapter newsletter proven by re-engaging seasoned volunteers and a significant increase in new volunteers completing the onboarding process and placement in appropriate roles. Responsible for recruitment, placement, retention and recognition:
· Recruiting volunteers by communicating needs through website, social media, community events and developing corporate partnerships.
· Placing volunteers by presenting opportunities through orientation and interviews to determine interests, skills and strengths.
· Retaining volunteers by building genuine relationships, open communication, providing meaningful tasks, appreciation and immediate issue resolution.

Volunteer Manager/Specialist – American Red Cross (continued)

· Recognizing volunteers by consistent, positive feedback as well as formal recognition by planning and executing annual volunteer appreciation banquet.
Participated as a member of the project team tasked to design and implement new onboarding procedures to comply with new national database.  Instructor for multiple disaster courses as well as Train the Trainer.  Received Employee of the Year in 2012.
August 2012 – October 2012
Interim Executive Director – American Red Cross (NTX Region, Texas Panhandle Chapter)
Responsible for operations and management of two chapter offices and one branch office, comprised of 26 counties.  Cultivated relationships with Board of Directors and local United Way Agencies, presenting the Red Cross mission for community awareness, to build lasting partnerships and to develop relationships with prospective donors.

Professional Training
Leadership Development		Serving People with Disabilities
Supervising Volunteers		Serving with Cultural Competence
Officer Development			Public Affairs
Train the Trainer			Quickbooks Online

Volunteer Experience
DOVIA (Directors of Volunteers in Agencies)		American Red Cross Instructor
American Red Cross Diversity Leadership Council	Food Pantry
AARP Money Management BOD			Comanche Peak Collaboration
Hood County Senior Center
