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[bookmark: _GoBack]Professional Summary
[bookmark: _GoBack]Detail-oriented and proactive customer service professional with experience delivering exceptional support and managing complex client interactions. Skilled in navigating dynamic environments, utilizing CRM systems including SalesForce, and streamlining processes to enhance customer satisfaction. Proven track record in analyzing feedback, improving workflows, and acting as a strong advocate for customer needs. 
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[bookmark: _GoBack]Education
[bookmark: _GoBack]Wake Forrest University[bookmark: _GoBack]2026

[bookmark: _GoBack]M.S., Project Management
[bookmark: _GoBack]North Carolina Central University
[bookmark: _GoBack]B.S., Business Administration
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[bookmark: _GoBack]RTI International – O*NET Project Jan 2021 - Present
[bookmark: _GoBack]Business Liaison/ Operations Associate
· [bookmark: _GoBack]Served as the primary liaison on large-scale data collection and outreach projects by fostering strong partnerships with business participants and internal stakeholders, demonstrating a focus on customer-oriented service. 
· [bookmark: _GoBack]Analyzed outreach data, engagement trends, and process feedback to propose and implement improvements, thereby supporting operational efficiency and proactively addressing stakeholder needs. 
· [bookmark: _GoBack]Collaborated with cross-functional teams to manage project timelines, troubleshoot barriers, and ensure deliverables met research and compliance standards, showcasing adaptability in a dynamic environment. 
· [bookmark: _GoBack]Coordinated document management and internal communications across multiple teams, ensuring accuracy and consistency of information shared with stakeholders while leveraging advanced office coordination skills. 
· [bookmark: _GoBack]Supported marketing outreach and proposal preparation, contributing to growth initiatives and continuous process improvement, with an emphasis on clear communication and client advocacy. 
[bookmark: _GoBack]Fidelity Investments Jan 2018 - Dec 2020
[bookmark: _GoBack]Customer Relationship Advocate
· [bookmark: _GoBack]Delivered high-quality, customer-centric support by analyzing complex account issues, providing strategic recommendations, and ensuring compliance with industry regulations. 
· [bookmark: _GoBack]Managed detailed document handling, client communications, and effective issue resolution, demonstrating a commitment to clear and prompt customer service. 
· [bookmark: _GoBack]Collaborated with cross-functional teams to enhance customer engagement workflows and maintain strong client relationships, acting as a voice for customer needs. 
· [bookmark: _GoBack]Maintained precise records in internal systems, supporting data audits, reporting, and compliance requirements while efficiently navigating multiple platforms including CRM systems. 
· [bookmark: _GoBack]Identified and proposed innovative solutions to enhance the client experience and streamline operational processes, underscoring a bias for action and the ability to work effectively in ambiguous, fast-paced settings. 
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[bookmark: _GoBack]Skills & Abilities
· [bookmark: _GoBack]Administrative & Office: Administrative Support, Document Management, Office Coordination, Invoicing & AP/AR Support
· [bookmark: _GoBack]Technology & Communication: Microsoft Excel/Word/Outlook, Adobe Acrobat, Remote Collaboration, Vendor & Client Commu- nication, CRM & Compliance Team Scheduling, Event Planning, Tech Savvy 
· [bookmark: _GoBack]Customer Service & Adaptability: Customer Service Experience, Process Improvement, Work In Ambiguity
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