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SKILLS
Mobilization and

management of small
and large groups

Project planning,
implementation and

monitoring

Team-building and
collaborative planning

Adaptable and
experienced with

working under
pressure

Proficiency in Microsoft
Office suite

Experience with
scheduling, budgeting and

payroll

Comfort with
fast-paced

environment

Excellent written and
verbal communication

skills

Native Spanish
speaker and able to
work with Spanish

speaking communities
in person or by print.

Related Work Experience:
Operations Director, Front and Centered 2018-Present

▪ Perform day-to-day financial management, including: donation processing, paying invoices and
reimbursements, credit card reconciliations, cash flow tracking, and monthly book closing with the
accountant and reconcile program financial accounts.

▪ Manage contract accountant, independent auditors, legal, and banking relationships.
▪ Maintain fiscal recordkeeping and up-to-date information for multiple programs and subcontracts.
▪ Assist management in preparing and modifying the program annual budget and short term

contracts including the proposed, approved, and modified budget document and individual
component budget documents.

▪ Maintain a financial reporting system using accounting and spreadsheet software.
▪ Support preparation of monthly and quarterly financial reports that are used to monitor/track

spending and project ending fund balances and net working capital expenditures.
▪ Develop expenditure reports as needed.
▪ Manage organizational insurance policies, renewals and administration and vendor relationships,

contracts, lease, and records.
▪ Support all human resources activities for the organization including: Develope, implement and

improve systems, including updating HR policies as needed, hiring and onboarding staff and
volunteers, supporting staff professional development, and maintaining personnel and volunteer
files; Perform human resource functions including maintaining personnel files, new hire
paperwork, and employee orientation; Ensure personnel policies and procedures are in compliance
at all times with local and federal laws, and adhere to HR best practices.

▪ Oversee all facilities activities (IT, telephone, office space, equipment, ordering supplies, etc.) and
related operational needs of the organization.

▪ Manage donor database, website, and technology platforms.

Administrative Office Manager, Neighborcare Health 2015-2018
▪ Responsible for the efficiency of the daily operations of a 12,000 square foot office with over 100

work stations including, but not limited to, developing and implementing intra-office
communication protocols; streamlining administrative procedures; inventory control; financial
planning; record keeping and billing; property management relationships and communications;
and office staff supervision and task delegation.

▪ Direct supervision of four (4) staff members to include the following responsibilities: recruitment;
hiring; training; task and project delegation; attendance tracking and payroll; and employee
development, engagement and performance reviews.

▪ Implementation and management of multi-departmental projects including, leading and
implementing trainings on safety program efforts; purchasing and tracking of multi-location
technologies; and managing office moves and office design while identifying cost savings and
minimal disruptions to employees.

▪ Producing and managing annual budgets that represent the organization’s financial objectives;
forecasting the allocation of expenditures for the upcoming financial year while remaining
adaptable to changing priorities.

▪ Responsible for composing professional written communications to external clients and internal
teams with ability to critically review content (written and visual) and to provide constructive
feedback that improves the messaging, tone, clarity, and flow.

▪ Managing the centralization and publication of multiple processes via Microsoft online SharePoint
tool and other technology platforms. This includes creating online pages to communicate
organization-wide policies and procedures; locum provider scheduling, safety processes, and
Continuing Education tracking for eligible positions.

▪ Establishing and cultivating team and service-motivated atmosphere through collaborative
leadership and employee development.

▪ Ability to establish successful programs aimed at improving and creating cohesive staff morale
and welcoming office culture.



Executive Assistant - Medical Operations, Sea Mar Community Health Centers                 2013-2015
▪ Project lead for planning and implementation of various organizational projects and initiatives,

including patient portal. Design and manage all aspects of Sea Mar’s patient portal – allowing
patients to access medical records online to monitor their health. This includes creation and
execution of trainings and educational materials; establishing strategic marketing methods and
streamline communication to increase patient interest and access; supervised patient and staff
usage of portal, analyzed and collected program data to evaluate goals and marketing needs; serve
as the administrator for program updates, maintenance and serve as point of contact for patient and
staff inquiries. In the first year of implementation, I successfully facilitated the patient portal for
26 medical clinics enrolling over 7,000 patients during 1st year of implementation.

▪ Provide project management and coordination of 27 medical clinics and the medical operations
department. Handle on-site logistical and clerical support for department and medical clinics.

▪ Organize training and orientation curriculum for new clinic managers.
▪ Responsible for opening of new medical sites. Includes assessing clinic staffing needs, purchasing

clinical equipment and office furnishings, applying for special licenses and contracted services,
monitoring all other pertinent deadlines for successful opening.

▪ Monitor project and reporting deadlines and execute departmental trainings and processes for
long-term improvement.

Executive Assistant - Contracts, Sea Mar Community Health Centers                                  2011-2013
▪ Examine, log and process the timely submittal of contracts for state-wide agency
▪ Manage contracts for all of Sea Mar that includes over 60 care facilities across 12 counties in

Washington state. Served as point of contact for external and internal inquires.
▪ Coordinate contractual records and serve as primary contact for contractors and internal inquiries
▪ Monitor deadlines and timely submittal of confidential information for union grievances..
▪ Co-lead annual legislative event for over 200 Sea Mar supervisory staff and executive leadership

team regarding Sea Mar’s health, education and economic policy priorities. Arrange over 100
meetings with state legislators and ensured participants were prepared to share policy priorities at
their legislative meetings.

Administrative Assistant, Savitt Bruce & Willey LLP, Seattle, WA 2008-2011
▪ Operated accounting processes as it pertained to firm expenses and client billing
▪ Managed attorney/client conferences and provided support as needed
▪ Ensured timely intake and filing of client/firm related engagements
▪ Assisted paralegals with client-related work as requested

Grant Writing Assistant, Cine Las Americas, Austin, TX 2002-2006
▪ Researched, wrote grants, and organized press packets for yearly film festival
▪ Conducted marketing and advertising for film festival program sponsors

Community Involvement:
▪ Responsible for founding (2014), organizing, and curating successful art exhibition of Latino/a

artists at the Seattle Center as part of the annual Fiestas Patrias Festival
▪ Engaged in various community efforts to address health disparities in the Duwamish Valley and

promote a healthier, greener neighborhood of Georgetown

Achievements:
▪ Finalist for Employee of  the Year, Sea Mar Community Health Centers 2012 and 2014






