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	Key Skills
· Program coordination
· Volunteer support
· Grant reporting
· Partner updates
· Outcome tracking
· Stakeholder updates
· Documentation
· Quality checks
Education
B.A. Social Work, University of Minnesota
Certificates
Certified ScrumMaster
Google Data Analytics Certificate
Tools
Salesforce NPSP | Excel | Google Workspace | Canva | Eventbrite
	Summary
Nonprofit professional with 7 years of experience coordinating programs, volunteer operations, partner communication, grant reporting, and community outcome tracking.
Career History
Community Impact Coordinator at Community Forward Alliance | Jan 2022 - Present
Lead high-priority work across teams, keeping planning, reporting, documentation, and stakeholder communication clear from kickoff through delivery.
Key Responsibilities
· Coordinate operating plans, stakeholder updates, issue tracking, and delivery follow-up for priority initiatives.
· Build concise reports covering metrics, blockers, decisions, owners, and next actions.
· Partner with internal teams to keep customer-facing work accurate, timely, and aligned with business priorities.
Achievements
· Coordinated volunteer schedules and participant records for programs serving 450+ residents.
· Created an outcomes tracker that improved monthly reporting accuracy.
· Supported fundraising campaigns with donor lists, impact stories, and segmented follow-up.
Operations Specialist at Meridian Productivity Group | Aug 2018 - Dec 2021
Supported managers and customer-facing teams with project tracking, reporting cadence, process notes, and recurring stakeholder communication.
· Improved recurring team visibility by standardizing status notes, decision records, and follow-up tracking.
· Reduced duplicate work by clarifying handoffs, owners, and review expectations across recurring workflows.
· Maintained clean documentation for tools, projects, stakeholder requests, and weekly leadership updates.
Projects
· Volunteer Onboarding Kit: Built role briefs, checklists, and shift communication rules.
· Impact Dashboard: Summarized services, outcomes, and stories for funder updates.
Interests
Professional development, community mentoring, practical data storytelling, and process design.
References
Available upon request.


