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PROFILE SUMMARY

Well organized, detail oriented, and capable of working independently with proven problem solving skills. 
Capable of handling multiple priorities and meeting deadlines. Poised, resourceful and adaptable to any office    or networking environment. Proactive “forward thinker” able to identify problems, find solutions & face challenges head on.	

HIGHLIGHTS OF QUALIFICATIONS

	· Excellent written and oral communication
	· Forward Thinker

	· 15 years in management
	· Organized and meticulous with details

	· Educational background in Political Science
	· Team player

	
	



PROFESSIONAL EXPERIENCE

Sierra Vista Area Chamber of Commerce, Arizona					Dec. 2013-Sept. 2014
Executive Director

Responsible for all financial, operational, administrative and legal aspects of the daily organizational management of the Chamber, which includes but is not limited to achieving budget targets, public relations and marketing, sound management of all fiscal resources, supervision of (paid and volunteer) program staff, and business operations in accordance with standard business practice. Oversees, updates and makes recommendations to current programs of the Chamber and working with staff, develops programs to achieve objectives of the Chamber’s Strategic Plan. Identifies and cultivates partner organizations locally, regionally and nationally for mutual program benefit. Responsible for leading a strategic planning process that positions the SVCC to effectively deal with emerging and changing business trends and needs. Anticipate the political, social and economic issues that will affect the Sierra Vista business community and recommend appropriate action and/or response, as may be necessary to government agencies, the membership and the public. Oversees and supports fundraising efforts including special events, sponsorships and corporate and small business solicitations. Identifies and develops new partnerships with business and community leaders. Oversees the development and production of all Chamber printed material and publications in accordance with predetermined graphic standards. Responsible for hiring staff, and oversees all disciplinary actions. Currently serves on the Business Advocacy Committee, The Cochise County Water Project, STEM Partnership, CTE Advisory Council, Military Affairs Committee, Huachuca 50, Southern Arizona Chamber of Commerce Alliance, and the Sierra Vista Partnership Panel. Currently in year four at the US Chamber Institute for Organizational Management.

Bisbee Chamber of Commerce, Arizona							Dec. 2011- Dec. 2013
Executive Director

Responsible for the overall day-to-day operations of the Chamber of Commerce. Developed programs and events to retain members and attract new members. Prepared the annual budget for board acceptance. After board approval, was responsible for all expenditures within the framework of the budget. Managed and reported 

all monthly financial statements. Pursued ongoing professional development within the framework of approved budget. Ensured fiscal management, policies, and procedures were current and followed.  Participated in annual strategic planning. Evaluated key programs and services to enhance effectiveness and outcome. Served on Government Affairs Committee, and spoke at city council on government related issues. Conducted member surveys using survey monkey, as well as face-to-face surveys when applicable. Relationship building on Fort Huachuca, by attending monthly Military Affairs Committee luncheons, Change of Command ceremonies, as well as various functions and meetings to continue networking with officers, and civilian staff. Also responsible for advertising to military families stationed at Fort Huachuca. Developed and maintained relationships with surrounding Chambers of Commerce, tourist organizations, and government entities. Gave professional presentations to the business community. Developed sponsorship pricing, factors, and packages for Chamber events. Solicited sponsorships to companies that match a particular event by showing their return on investment. Participated and helped to coordinate all Chamber sponsored events. Attended Chamber and government related functions statewide. Supervised interns and volunteers. Prepared monthly board meeting agenda. Attended monthly Chamber board meetings. In coordination with web designer, helped in developing a new chamber website, and membership management program.

[bookmark: _GoBack]Concrete Pumping Int’l / Bulldog Foundation Repair, Wilmington, North Carolina, July 1999- Sept. 2010
Regional Manager

Handled business start up procedures including obtaining necessary licenses, and permits. Hired concrete pump operators. Scheduled jobs and coordinated construction crews. Made sure all materials were on jobsites in a timely manner. Hired and trained office staff in duties to include but not limited to AP, AR, collections, and financial reporting using QuickBooks Pro, and Microsoft Office. Hired and worked with accountants and consultants. Handled the advertising and marketing campaigns, which included radio, television, yellow pages, expos, etc. Pumped concrete and trained concrete pump operators in maintaining and operating machinery. 
Worked with regional contractors and concrete companies on a daily basis. Suggested new products that substantially increased earnings. Expanded area of work to include all of North Carolina, South Carolina, and parts of Virginia.
	
Bulldog Foundation Repair of SC, Surfside Beach, South Carolina			Feb. 2004-May 2005     
Co-owner
						 
Handled business start up procedures at this branch of Bulldog Foundation Repair, while traveling back and forth from the North Carolina office. Opened satellite office. Hired sub-contractors, and managed crew leaders. Worked with local and national vendors. In charge of all advertising and marketing campaigns. Implemented training courses for new recruits-speeding profitability. Responsible for all bookkeeping activities.


EDUCATION & PROFESSIONAL TRAINING

Bachelor of Arts, Political Science, University of Arizona (expected graduation date August 2015)
Associate in Arts, Pre-Political Science, Cape Fear Community College
US Chamber Institute for Organizational Management, West & Winter Institute, (Year 4)



