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PROFESSIONAL EXPERIENCE
GA, Department of Human Services 
Office of Enterprise Development, 
Executive Administrator 3/ HR Liaison (telework)			                                     September 2021- Present 
· Assists with associate recruitment, verifying credentials, customer service, HR liaison, succession planning, scheduling, etc. and provide guidance on execution of company HR programs and initiatives. 
· Prepare, report, and maintain annual budget and data entry analysis 
· Assist with Conferences and Meeting Management by reviewing contracts and cost analysis, reviewing, and assisting with direct billing, reconciling invoices.
· Process and manage requisitions, purchase orders, routing contracts via NEOGOV, PeopleSoft and Teamwork Financial.
· Office of Confidentiality and Privacy - ensures certification of compliance policies are adhered to for all employees.
· Maintain and track database/spreadsheet, underwriting, data entry, timesheets, and budget data records for course development launch and updates.
· Travel Coordination and expense reporting in CONCUR
· Support business stakeholders as needed and serve as liaison for the director and Commissioners Office 

Suffolk University Sawyer Business School, Boston MA 			                Sept 2019- August-2021 
College of Arts and Sciences – Psychology, Education and Sociology Department 
Administrative Services Coordinator (remote) 
· Support University Department Chair in creating department manuals and policies. Gathering data to project goals 
· Provide administrative support and coordination to the Administrative Services Manager for special projects, program planning and Data Entry. Lead practices for achievement of high academic standards utilizing ServiceNow, Workday Financial, and PeopleSoft.
· Provide student and customer support via phone, email and chat. 
· Collaborate with Research Institute to track graduate student data, contracts and licensure 
· Manage departmental expenses while reconciling expenses for the fiscal budget, financial reporting, ensuring purchase orders, and reimbursement contracts.
· Plan, schedule, and manage subordinate staff members, assuring department standards are maintained, adhering to HR policies, procedures, and regulations. 
Massachusetts General Hospital, Boston, MA			 	                                     Dec 2018- Sept 2019 
Staff Assistant III (Hybrid)
· Responsible for all office administrative and operational tasks as requested; use of independent judgment to maintain efficient operations daily. 
· Assist clinical research department maintaining and inputting data 
· Schedule high-complex meetings involving multiple individuals and organizations both within and outside the Partners Healthcare organization.
· Manage multiple calendars for the Director of Finance and the Director of Strategic Alliance by: prioritizing meetings and responding to requests for meetings/conference calls from a wide range of individuals.
· Reconcile corporate cards and other reimbursements, prepare and analyze budget reports, utilizing Salesforce and additional CRM systems.
· Schedule/coordinate travel and speaking arrangements including air, lodging, transportation, etc.
· Prepare and distribute routine correspondence, continuously improve procedures to make the operation process more efficient and productive.
· Function as the liaison between directors and all levels of MGH. Client support via phone and email
· Provide general administrative support through development, monitoring and control of administrative processes; data entry, anticipating needs/problems and suggesting responses, plans; researching issues and problems; providing background information; coordinating responses when multiple inputs are required; and assisting with a variety of administrative questions/concerns and triaging to appropriate resources.
· Complied with HIPAA laws while demonstrating high level of discretion to handle confidential information.

The Agency for French Education Abroad (AEFE) Moroni, Comoros        		    August 2017-July 2018
Educator/Project Management 
· Created and developed academic policies, schedules and activities that facilitate active learning experiences in English and Spanish for suburban communities.
· Administer instruction, conducted skills evaluations, and assess practices.
· Determined agenda items with country Director for monthly leadership meeting.
· Continued research to improve developments in subject area, teaching resources and methods. Liaison with federal government, and community directors to create various programs. 
· Incorporated cross culture awareness, policies and procedures. 
· Participates on a Student Success Team, identifies students who may need targeted or intensive services, and coordinates with behavioral health specialists.

The United States Peace Corps                                                                           	                     June 2015-July 2017
Educator/Administrator
· Modeled professional and ethical standards with international staff and students
· 100+ hours TEFL volunteer; Participated in an intensive 12-week language, cross cultural and technical training 
· Peace Corps Volunteer Leader- Aided country director with planning and coordinating events; mentor to new trainees; Provided administration support for various initiatives and projects
· Developed, organized, and executed an independent Community meetings. Gather relevant resources with community leaders and students through various local and state agencies. 
· Working with students to develop critical life skills such as organization and time management
· Originated and implemented afterschool programs
· Exercise open and respectful communication with families, co-workers, supervisors, and staff
· Measure progress and accomplishments of students towards their academic achievements on a regular basis and provide progress reports as required
· Create and keep student records in accordance with licensing guidelines and program policies

Rhode Island Department of Human Services, Providence RI		     			July 2007-Aug 2013
Interpreter/Data Entry Administrator  
· Converted concepts and documents in the source language to equivalent in the target language.
· Checked original texts or conferred with authors to ensure that translations retained the content, meaning, and feeling of the original material with Microsoft tools.
· Utilized Microsoft software, such as Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, data entry spreadsheets and databases.
· Adhered to government monetary regulations.

Bilingual- English and Spanish 
EDUCATION
SUFFOLK UNIVERSITY									            December 2020
MASTER OF PUBLIC ADMINISTRATION/PUBLIC POLICY  

RHODE ISLAND COLLEGE 									             June 2014
BACHELOR OF ARTS AND SCIENCES in. POLITICAL SCIENCE
