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OBJECTIVE

Experienced and mission-driven executive assistant and student life coordinator with 8+ years of experience supporting school leadership and program operations. Adept at managing complex scheduling, records, and community communications. Committed to fostering inclusive, student-centered environments through compassionate service, clear systems, and responsive engagement.

CORE COMPETENCIES

Calendar & Scheduling Management – Google Calendar, Outlook, Calendly
Event Planning & Coordination – 650+ participants, 50+ volunteers/staff
Records Management & Student Files Oversight – Blackbaud, ATS, Registrar Support
Budget Tracking & Procurement –Workday, FAMIS, NetSuite, Oracle
School Event Logistics – Town Halls, Field Trips, College Tours, Board Support, Conferences
Internal/External Comms – Memos, Speeches, Podcasts, Meeting Minutes, Newsletters, Reports
Tech Fluency: Google Workspace, Microsoft Office, Salesforce, PowerBi, SurveyMonkey, Mailchimp
Student & Family Engagement – Newsletters, School Calendar Management, PTA Coordination

RELEVANT EXPERIENCE

NYC Dept of Education							Bronx, NY
Administrative School Aide (Guidance) & Substitute Teacher 		10/2024 – Present

· Coordinate Upper School trips and college visits, planning 12+ field trips, 4 college fairs, and career week.
· Coordinated intake and orientation for new students and families, including data entry and compliance checks across ATS and internal systems.
· Maintain attendance tracking, ATS follow-up, support school-wide events and academic scheduling.
· Draft parent communications, staff updates, and college-readiness materials with clarity and warmth.
· Support data entry across DOE systems (FAMIS, Fastrack, EIS) and provide administrative coverage.
· Assist 200+ high school students and families with FAFSA, Common App, and college planning.

ANSELL									Iselin, NJ
Customer & Partner Success Associate					1/2023 – 10/2024

· Raised $27K+ through monthly events as Chair of Special Events Committee; led planning for donation drives, awareness campaigns, and school supply distributions.
· Led monthly social-awareness aligned events, collaborating with internal teams and external guests.
· Organized internship recruitment and onboarding for 35+ college students, managing placements, schedules and stakeholder communication.
· Managed a cross-functional team of 20+ for large-scale field training and volunteer events.

JUSTWORKS Employment Group					New York, NY
		People Operations, Program & Enablement Manager			12/2021 – 1/2023

· Led employee engagement programs including webinars, podcasts, luncheons, and trainings to foster inclusion across 6 ERGs (Blackworks, Chai, Cultura, Family Matters, 60 Percent and OutWorks).
· Drafted internal memos, HR docs, and calendar updates to support company-wide culture building.
· Organized and co-led 15+ nationwide events with up to 1,000 participants.
· Managed complex projects including benefits renewals and policy rollouts, ensuring timely execution and cross-team collaboration with benefits managers and payroll.
Monroe University (formerly Monroe College)				Remote (Pandemic)
Admissions Advisor & Financial Aid Associate				10/2019 – 12/2021 

· Recruited and advised 250+ high school students annually from Tri-state area, guiding them through college admissions process, including Common App, financial aid (FAFSA/TAP), and scholarships.
· Maintained enrollment files and verified document compliance for incoming students across all programs.
· Organized and hosted 15+ on-campus and virtual events, including campus tours, info sessions, and admissions panels, strengthening the college’s pipeline with key high school partners and CBOs.
· Collaborated with school counselors and families to review transcripts, prepare application materials, and coordinate financial aid meetings, resulting in a 92% FAFSA completion rate among accepted students.
· Built and maintained relationships with over 50 high school guidance counselors and community-based educators, supporting long-term enrollment growth and early engagement with prospective students.

Delivering Good Inc.								New York, NY
Executive Assistant to CEO and Board Liaison				7/2017 – 9/2019

· Oversaw operational purchasing and donation distribution to 8 under-resourced schools, coordinating delivery and tracking of goods that supported over 3,000 students.
· Managed data entry, integrity, and updates across Salesforce and DonorPerfect databases.
· Prepared board materials and regulatory reports aligned to fundraising and impact goals; ensured data accuracy and timely distribution to 42 board members.
· Led data audits to ensure file accuracy and supported intake data for program distribution.

Park Avenue Synagogue							New York, NY
		Executive Assistant to the Rabbis (3) & Rabbinical Events Coordinator	9/2015 – 7/2017

· Managed multiple high-priority calendars and coordinated schedules with sensitivity to community needs, last minute changes and holidays.
· Executed all logistics and vendor coordination for two annual fundraising events ($3.6M total), and two multi-year capital campaigns ($14.9M combined).
· Developed and tracked cross-functional project plans for major events, holidays, and community engagement initiatives.
· Oversaw facilities and hospitality coordination across a 3-building campus, including safety and ceremonial logistics.

Goodwill Industries of Greater NY & NJ					Astoria, NY
Assistant to Chief Development Officer & EVP External Affairs		8/2013 – 9/2015
 
· Created protocols in Salesforce for donor data entry, audit compliance and fundraising goal tracking.
· Managed logistics for board meetings across 2 states and 47 store sites, enhancing cross-regional visibility.
· Coordinated vendor relationships and inventory tracking for all external affairs promotional materials.

EDUCATION & TRAINING
Education
· Stony Brook University – Bachelor of Arts in Sociology & Political Science (2015)
Professional Development
· Human Resources Management – Cornell University (2018)
· Higher Leadership Certification – Cornell University (2017)
Certifications
· Licensed Foster Parent – New Alternatives for Children (2024)
· Mandated Reporter – NYS OCFS (2024) & NYS DOE (2021)
· Trauma-Informed Care, De-escalation, Child Development, Autism Awareness (2024)
· CPR/First Aid – Infant, Child, Adult (2020)



