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Personal Profile
 I am a high energy individual with strong leadership/team member skills and an extensive and eclectic administrative and customer service background.  I am proudly self-directed, organized and able to prioritize work assignments effectively in a multi-task environment.  I always strive to display a continuous improvement mentality with an ability to integrate prior experiences with new job assignments.

Business Experience
TurningWheels For Kids
Sr. Grant Writer/Project Manager


     	June 2005-Present
Essential Functions:
· Supports Executive Director
· Grant Writing, Submissions and Tracking (Corporations and Private Foundations)
· Coordination and Management of Annual Bike Build with the San Francisco 49er’s
· Coordination and Event Management with SF Giants, Oakland A’s, MMA Strikeforce, SJ Earthquakes
· Maintained communications with partnering charities, corporations, sponsors & donors
· Director of Governing Community Giving Grants Board
· Annual Fundraising Campaign Lead
· Large Events Manager/Event Marketing
· Conceptualizing and Managing Corporate Team Building Events (EBay, ISEC, Shopping.com…)
· Forecasting and Inventory 
· Web Content Editor www.turningwheelsforkids.org
· Research and Development of Success Measurement Reports
· Volunteer Coordination and Training
· Disaster Outreach Coordinator and Trainer (Hurricane Katrina)
· Online Newsletter Editor

Essential Administrative Duties:   Utilizes Microsoft Office, (proficient in Excel, Word, PowerPoint, Outlook), typing correspondence (70 WPM) coordinates schedules, makes appointments, coordinates meetings, arranges travel (domestic and international), generates expense reports, creates and maintains electronic spreadsheets and databases, prepares agendas, reserves and prepares facilities, conducts research and produces financial, statistical, narrative and other reports, assists with maintaining budgets, all general office duties such as preparing documents, mailing, filing and answering phones.





Sierrra Sky Ranch and Restaurant 				July 2013-November 2013
Breakfast Server

Essential Functions:
• Greeted patrons and answered questions regarding the menu
• Took orders from customers
• Helped kitchen staff in food and salad preparation
• Removed plates and cleaned tables
• Cleaned restaurant’s premises before starting and after closing
• Counted and received the bill of food and beaverages and took payment from the patrons

The Cats Restaurant and Tavern-Los Gatos, CA		January 2012-August 2012
Administrative Manager/Talent Coordinator
Essential Functions:
· Coordinated Musical Talent on a nightly basis
· Designed and Generated Main Menus/Drink Menus and Special Holiday Menus
· Acted in a managerial role and filled in periodically for hostesses, servers, bussers
· Coordinated special events and parties for both high profile customers and private birthdays, anniversarys, etc. 
· Coordinated and bid out outside catering events
· Liquor Inventory
· Worked with outside liquor vendors to set up special wine tasting/pairing events.



Intuit, Inc								                   April 2000-April 2002
Executive Assistant (Director of Quicken Marketing/Quicken Marketing Team)
Essential Functions:
· Sr. Event Coordinator (Launch Parties, Off-sites, Team Building Events, Holiday Events)
· Space Planning Supervisor
· Quicken Software Usability Study Coordinator
· Training of new Administrative Staff on use of Oracle Software
· Procurement and Inventory of Computer Equipment
· Purchase Order and Invoice Management for Quicken Marketing (Oracle Software)
· POC for Marketing Vendors and Promotional Services
· General Administrative Support for a marketing team of over 50

Essential Administrative Duties:   Utilized Microsoft Office, typing correspondence (70WPM) coordinated schedules, made appointments, coordinated meetings, arranged travel (domestic and international), generated expense reports, created and maintained electronic spreadsheets and databases, prepared agendas, reserved and prepared facilities, all general office duties such as preparing documents, mailing, filing and answering phones.










Bob Ross Consulting
    September 1999-February 2000

Consultant, New Focus, Inc.
HR Staffing/ Recruiting Consultant Essential Functions:
· Partnered with managers to develop hiring strategies to fill open positions at all levels 
· Developed sourcing opportunities / contacts
· Arranged and facilitated career fairs and recruiting events as needed
· Analyzed compensation issues and worked with managers on compensation decisions for new hires,     promotions, salary adjustments and retaining employees
· Proactively addressed compensation and organizational inconsistencies
     Marketing Consultant Essential Functions:
· Researched costs and analyzed Internet Advertising vs. Magazine Advertising
· Strategically incorporated Internet advertising into year 2000 ad campaign
· Coordinated the year 2000 contracts for new internet advertising 
· Renewed contracts for existing magazine ad publications
· Created and provided advertising cost analysis spreadsheets
· Created and distributed ad deadline spreadsheets


Lucent Technologies
Customer Service Manager
Oct      		 	     October 1998 - August 1999

Essential Functions:
· Purchase Order Processing and Tracking and Product Distribution
· Maintained account relations with key customers for digital voice processing boards
· Investigated and approved credit memos prior to generating final credit to the customer
· Issued and Tracked Returned Merchandise Authorizations 
· Liaison for communications between Manufacturing and Shipping Warehouse
· Investigated outstanding invoices and acted as Collections Agent
· Provided sales support for all regional and inside sales managers (15+)
· Maintained Contact List and Sales Leads in Goldmine

Synax USA						    		          December 1995-September 1998
Executive Assistant/Customer Service Manager
Essential Functions:
· Purchase Order Processing and Tracking and Product Distribution (Oracle Software)
· Generate and Distributed Invoices (Oracle Software)
· Trade Show Coordinator and Manager
· Served as a liaison between production, management, scheduling, sales, and customers.
· Inventory Control for High Speed Test Handlers
· Built and Maintained positive relationships with customers and vendors
· Event Planning (Off-sites, Team Building Events, Holiday Parties)
· Generated and Presented Monthly Sales Reports
