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CAREER OBJECTIVE
Experience bilingual individual with the ability to coordinate, motivate and empower organizations to peak performance and exceed service standards. Possesses very strong interpersonal skills and the ability to build relationships with stakeholders, including staff, executives at various agency levels, and various external groups and organizations. Has a keen eye for developing and scaling strategic policies for global workforce. Flexible and adaptable professional able to handle multiple projects simultaneously, detail-oriented, and thrives in a fast-paced environment. Successful record of accomplishment in increasing organizational function, effectiveness, performance, and personnel development. Proven strategic leader that translates business strategies into business-specific initiatives. 

SKILL HIGHLIGHTS 
• Program Management						
• Documentation and Control
• Data and Systems Management				
• Process Improvement  
• Budget Execution 				   		
• Strategic Planning
• Leadership Training and Development 			
• Community Outreach  
• Time Management 		
PROFESSIONAL EXPERIENCE
[bookmark: _Hlk95836554]Senior Program Analyst| Advisory & Assistance Support| RMantras | United States Department of Defense, Defense Threat Reduction Agency, Cooperative Threat Reduction | Contractor | Fort Belvoir, VA (REMOTE) | 03/2022 – Current
Advises leadership on the development of training programs.  Perform program evaluations and analysis of alternatives utilizing data analysis, cost analysis, statistical methods, economic principles, and risk and performance evaluation techniques.  Generate, review and process training material for 26 country portfolios to identify training needs and areas of improvement.  Strategize and develop a mechanism to track performers and Country Manager’s training needs resulting in a decrease in employee oversight and an increase in overall employee productivity.  Submit training event programs for Public Affairs Officer approval. 

Housing Management Specialist | United States Department of Defense, Department of the Navy | Guantanamo Bay, Cuba | 02/2021 - 01/2022
Oversaw 9 Unaccompanied Housing (UH) areas consisting of 1129 bed spaces and 3 Family Housing (FH) Family divisions consisting of 160 homes, ensuring the upkeep of grounds and facilities are in accordance with Commander Navy Installations Command (CNIC) Housing regulations.  Analyzed conditions and types of housing to ensure proper scheduling and coordination of maintenance.  Review in-processing housing applications, wait list or assignment offers to determine eligibility and type of quarters for authorized Military personnel and Foreign Nationals.  Investigate housing facilities to resolve complex occupant concerns and complaints.  Forecasted and oversaw the preparation of scopes of work and determining schedules and budgets to achieve program goals.  Developed, maintained, and modified the operating and administrative file plans of organizational structure and functional authorities.  Completed new keyless key-system project for over 200 UH and FH living quarters.

Program Analyst | Innovative Management Strategists |Guantanamo Bay, Cuba | Contractor | 08/2020 - 10/2021
Coordinated, compiled, and submitted reports on quarterly strategic program reviews.  Provided project coordination, programmatic support services, technical writing and analysis, and process improvement analysis for program office.  Processed orders for supplies, maintained and updated spreadsheet of all items.  Compiled information and maintained share point document library for tracking information for reporting purposes for the program status report.  Conducted special projects on behalf of the Public Affairs Officer (PAO), including gathering, compiling, and analyzing information; provided alternatives and made recommendations on courses of action.

VOLUNTEER EXPERIENCE
Command Family Lead Ombudsman, Volunteer | USS Frank Cable, Guam | 11/2017 – 08/2019
										            

Served as primary liaison between Command Leadership and Families. Coordinated and ensured paperwork was routed back to the designated approver. Ensured all DOD spouses of command were compliant with information assurance requirements and OPSEC requirements.  Responded to complex and delicate problems having implications on overall policies and procedures.

Ombudsman Program Support
Processed all incoming and outgoing communications involving routing of mail/correspondence to the appropriate division.  Prepared correspondences for signature and ensured content accuracy was compliance with policies.  Answered and directed calls and visitors to appropriate personnel or other departments for customer assistance.  Analyzed budget execution to ensure maximum benefit is received from financial resources without sacrificing efficiency or violating established resource management system procedures.  Maintained inventory management and record filing to keep documents organized in accordance with the command’s policies or procedures.  Produced monthly status reports to command triad on family concerns while ship was deployed from homeport. 

Fleet & Family Quality of Life Programs 
Ensured fleet and family readiness by maintaining up-to-date command personnel and family contact listing and Information and Referral resource listing for 957 sailors supporting the USS Frank Cable and the Temporary Assigned Duty (TAD) sailors from the USS Emory S. Land.  Facilitated over 50 hours on the USS Frank Cable for the Command indoctrinations to over 630 Sailors, which ensured 100% contact and supported the command’s mission.  Compiled and assisted with personal shipping documents to finalize documents for shipment of personal property.  Advised individuals of their entitlements or responsibilities for the shipment, storage, and processing of claims.  Maintained detailed records of family member complaints and concerns and shared this information with the Chain of Command to develop an appropriate course of action to resolve conflicts and overcome objectives.  Assisted Ombudsmen in providing quality assurance, risk reductions, determining requirements of principal program goals, and increased family member satisfaction through detailed analysis and evaluations of issues and procedures.

Program Management Support
Gathered and organized information to advise new command families on TRICARE programs, overseas enrollment procedures, continuing health benefits and managing care.  Consulted with the Commanding Officer and other department leaders to improve the Ombudsman program and services.  Provided effective resources via administrative correspondence to uphold service members’ productivity standards by establishing trusting relationships with family members and ensuring their needs were prioritized.  Assisted incoming command families by extracting files complete with publications, laws, base regulations, housing information, island life, and other pertinent information to ease the transition to Guam.  Collected, analyzed, and maintained incoming and outgoing data for monthly Ombudsmen Registry reporting.  Supported in the development of methodologies to create solutions, confront challenges, evaluate Ombudsman performance, and resolve problems. 

EDUCATION & CERTIFICATIONS
· Associate of Science in Computer Networking Systems
ITT Technical Institute, Everett, WA, June 2010
· Real Estate Agent’s Pre-License Training Certificate 
Santa Rita, GU 2018
