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Professional Profile
Adaptable, decisive, intuitive, and results-oriented leader with proven success in steering, directing, and handling all aspects of internal and external communications, operations, and administration.  Anticipates and conveys operational needs to executive-level management by delivering comprehensive analyses and reports to facilitate improvements and continuity.  Effectively orchestrates multiple projects with competing priorities while spearheading operational improvements to drive productivity and reduce costs.  Routinely collaborates with cross-functional groups to achieve organizational objectives.  Establishes, builds, and maintains productive relationships with external agencies.  Excels in dynamic, demanding environments while remaining pragmatic and focused.
Seeks mid-level executive roles and responsibilities in a communications-laden position within stable companies having extensive community involvement and one who values and empowers its employees.
Work History
UNITED STATES ARMY







           1994 to present

CITY OF SAINT PAUL







           2000 to present

Experiences
· Communications
· Wrote and edited internal and external communications (standard operating procedures, memorandums, policy letters, operations orders, promotional brochures and materials, emails, social media content, and slide presentations).
· Translated complex ideas and strategies into understandable presentations/documents.
· Ensured that correspondences were produced, proofread, and disseminated in a timely manner.  
· Measured and evaluated effectiveness of communication strategies.
· Executive Communications
· Conducted research, built messaging frameworks, and collaborated with senior executives to craft documents & presentations (taking into account the perspectives of the audience, the meeting format, etc.), which conveyed relevant information using analog and digital means.  

· Prepared reports, identified trends, and communicated recommendations to senior executives through analysis of data.
· Represented senior executives at committees or work groups as needed.
· Administration/Operations
· Analyzed the data of over 12,500+ soldiers to create action plans that accomplished Army retention goals.
· Determined objectives and, using applicable decision making processes, ensured current capabilities and alternate approaches were vetted and explored.
· Identified unit’s essential functions and ensured plans were in place so those functions could be continued throughout, or resumed rapidly after, a disruption of normal activities.
· Ensured compliance with all applicable Department of Defense, Department of the Army, federal, state and local regulatory and/or legislative requirements.

· Partnered with peers/executives to ensure consistent use of best practices.
· Reviewed polices to ensure relevance and effectiveness; created and implemented new policies as necessary.
· Worked with cross functional teams, understanding what they do and how they go about doing it, to ensure task completions.

· Program/Project Management (continued on next page)
· Held responsibility for multiple projects simultaneously, set up recurring status meetings with stakeholders, and fielded ad hoc queries from the beginning to the end of all programs.
· Developed and continually updated program and/or project plans, timelines, and deliverables.

· Ensured appropriate metrics were chosen and that proper measurement and data analysis occurred for the project.

· Anticipated issues, proactively addressed potential problems, and provided risk management and issue/problem resolution as required.
· Utilized organizational resources effectively and appropriately.
· Public Relations/Marketing
· Worked with St. Paul Fire Department’s Public Education Office to provide strategies for dissemination of fire-related information to different ethnic groups.  Efforts are currently underway to target the City’s Spanish-, Hmong-, Somali-, Burmese-,Vietnamese-, Oromo-, and Khmer-speaking populations.
· Displayed high degree of professionalism while conducting fire station tours, attending block parties, and other community events to the citizens of St. Paul.
· Sought after by, and consulted with, the Saint Paul Fire Local 21 Honor Guard, Pipes and Drums (a 501(c)(3) organization) to improve their current marketing campaign.
· Answered queries from interested parties regarding military/fire service and career potential.
· Social Media
· Managed positive social media presence and content on Facebook and LinkedIn for the organization.
· Used digital means to promote unit-sponsored events/interests and provided necessary information to support unit’s goals to this audience. 
· Budget Proposals/Preparations/Administrations
· Assisted in budget planning and projecting short-term needs.  Two budgets, for fiscal year (FY) 2012 and FY 2013, were prepared and called for $1,100,000 million and $675,000, respectively.  

· Prepared budget proposal/request to purchase 30 SUVs from the US General Services Administration (GSA) - at a total cost of $916,000- by detailing need using climate averages, snowfall totals, annual fuel costs, accident reports, etc.
· In addition to securing funding, quarterly expenditure reports were generated to ensure that funds were being allocated and spent at sustainable, responsible, and appropriate levels.
· Functioned as an approving authority for travel expenditures by authorizing, certifying, and adjusting obligations and disbursement associated with government travel.
· Personnel Management

· Oversaw productivity of 110 human resource analysts in a six-state geographical area.
· Wrote and delivered quarterly/annual performance appraisal reviews; providing honest, constructive feedback.
· Mentored employees, including skill and career development and, through coaching, ensured employee metrics were achieved.
· Acted as an advocate for employee issues that required dealings with others.
· Effectively interacted with team members from diverse backgrounds while demonstrating a genuine interest in them.
· Grant Writing
· Assisted the Saint Paul Fire Foundation in writing grants on two $100,000 projects (results are pending for these awards). 
· Successfully secured a $2,500 scholarship from the Mastellar Trust Fund (given to 10 Army units annually) in 2013.
· Human Resources
· Screened soldiers for continued service in the military and monitored career-mapping potential.
· Communicated benefit information to employees. 
· Handled employee relations counseling and exit interviewing.
· Served as commanders’ advisor for retention and transition activities.
Education
AMERICAN MILITARY UNIVERSITY, Charles Town, WV

Bachelor of Arts, Homeland Security (3.94 GPA, cum laude)

Software Applications
· Microsoft Office Suite Products: Word, PowerPoint, Excel, Outlook, SharePoint, and Access

Other Related Experience

Guest Editor/Writer, First Lutheran Church

· Editing/writing skills eliminate grammatical errors and increase clarity of weekly bulletins and monthly magazine.
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“The determined always achieve.”

