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Selected Qualifications




· I have over 6 years of experience working and volunteering in the nonprofit sector.

· I have excellent research and writing capabilities, and am a reliable, detail-oriented employee who can prioritize effectively while managing multiple responsibilities.
· I have a working knowledge of public policy and federal, state, and local laws, codes and regulations.
· I have knowledge of principles of psychology and health, HIV/AIDS and Hepatitis C, counseling practices and techniques.
Experience






 

Development Associate

Swords to Plowshares

2007- Present
· Responsible for the annual event campaign, creating an annual budget and fundraising goal which supports the strategic plan and goals of the organization. Manage event details and donor database. Helped increase campaign revenue by 37% in 2007. 
· Maintain fundraising and program reports to the Executive Director and Development Committee. 
· Collaborate with policy associates on outreach, advocacy and educational campaigns. 
· Collaborate with policy staff to prepare policy briefs and advocacy materials. Manage content for outreach, donor and marketing materials, direct mailings, and quarterly newsletters. 
· Responsible for recruiting and organizing volunteers and managing the volunteer program. 
Program Coordinator



HIV/AIDS Nightline
2005 –2007
· Organized and coordinated the development and administration of quarterly training programs
· Lead trainings on topics such as STD information, mental health issues, and counseling techniques.

· Conducted client demographic qualitative and quantitative research. 

· Administered the operational activities of the client service database.
· Managed the production HIV/AIDS Nightline publications, networking and sponsor/donor relationship activities, and assisted with grant proposals. 

· Managed monthly scheduling for HIV/AIDS Nightline programs. 

Program Supervisor


Jumpstart 
2002- 2004        
· Coordinated school year start-up, including Corps member recruitment and pre-service training. Interviewed, hired, terminated, and offered overview and suggestions to Director. 

· Managed 10 employees providing educational activities to young children and families.  
· Monitored interactions between Corps Member and child by assessment, modeling, and feedback
· Managed biannual 360 assessments of Corps Members.

· Planned and facilitated weekly meetings, managing session planning, and delivering various Corps member trainings
· Planned and facilitated Family Involvement meetings.  Maintained communication with families of Jumpstart children and program partners. 

· Attended weekly meetings with site staff to develop further curriculum and assessments.  
· Managed Corps Member and child attendance documentation.
Education







Master of Public Administration
San Francisco State University   Fall 2006 – Present
G.P.A.: 3.71

· Courses involve education in policy analysis, research and data analysis, program evaluation, public and non-profit budgeting, health policy, managing organizational behavior, professional writing, and economics.

Bachelor of Arts, Psychology 

San Francisco State University   Spring 2004
G.P.A.: 3.67

· Courses involved research and data analysis, statistics, training and development in organizations, developmental psychology, family crises, and families with violence, abuse, and neglect.

Special Projects and Volunteer Experience

Our Second Home

Scheduled for Spring 2008

· Will conduct a program evaluation for clients of Our Second Home, a nonprofit organization in Daly City. Will design evaluation protocol, lead a series of focus groups, manage data collection and analysis, and prepare the evaluation.
HIV/AIDS Nightline

Emotional Support Counselor

2005 – Present (currently on call)  
· Provide telephone emotional support, crisis counseling and information for anyone with HIV/AIDS and Hepatitis C concerns. 
· Provide referrals to various public agencies nationwide. Answer calls from all areas of the U.S., from persons representing all cultural, social and economic backgrounds. 
· Record qualitative data for purposes of a confidential file
· Participate in ongoing comprehensive training programs, providing counseling methodology and health information topics
Son-Rise Program – Autism Treatment Center of America
Play Therapist

2003 –2004   

· Taught a specific and comprehensive system of therapy and education to an autistic child designed to enable a dramatic improvement in all areas of learning, development, communication and skill acquisition. 
· Designed, implemented, and maintained a one-on-one child-centered program.  
