Client Name

Street Address  Alexandria, VA 22301 301.555.5555 clientname@comcast.com

Objective:
To contribute my experience and passion for success in the strategic administration and management of all association operations related to your organization.

Core Skills: 
20+ years of excellence in the not-for-profit sector with specific expertise in the following: 

	 Governance

 Policy and Procedures

 Property Management

 Systems Analysis

 Personnel

 Public Relations 
	 Fundraising 

 Financial Management

 Government Relations

 Education 
 Publications 

 Member Services
	 Leadership Development

 Chapter and Division Relations

 Member Services

 Member Recruitment

 Member Retention

 Conference Management


Experience:
Executive Management Consultant - Alexandria, VA 
       
               January 2004 - Present
· Advise clients on all matters relating to association management 

· Develop and plan annual leadership and training conferences

· Manage association budgets and program certifications

· Perform governance consulting related to association bylaws and structure 

· Plan and coordinate all activities and programs necessary to achieve our mission and goals

· Consult on new member services and board policies 

· Execute systems analysis, operations and recruitment and retention programs 

· Consult on publications, including a quarterly journal and bi-monthly magazine


National Rehabilitation Center - Alexandria, VA

                       April 1997 - January 2004



Executive Director; Acting Executive Director






 

· Served as Chief Executive Officer responsible for overall management of the 7,500-member association 

· Led the organization to its first financial gains in over a decade due to new programs and procedures I developed

· Helped re-architect the 75-year-old association’s mission, strategic goals and related objectives

· Recommended and helped drive the development, sale and implementation of a major organizational restructuring 

· Represented our organization and mission to Congress and other external organizations

· Championed and coordinated all staff programs and activities necessary to achieve our mission and goals  

· Implemented all critical board policies, service programs and business organizations

· Successfully managed a momentous crisis when our custom-integrated membership and accounting software package crashed without back-up

Associate Executive Director





          January 1993 - April 1997

· Served as Chief Operating Officer responsible for effective conduct of association affairs and board relations

· Re-organized national office operations resulting in a customer-focused, cross-trained staff and a measurable increase in member satisfaction

· Planned, designed and managed a full office renovation to facilitate improvements in productivity, space utilization and employee morale

· Managed association property, office, finances, member services and chapter and division relations  

· Executed all recruitment and retention programs, systems analysis and operations

· Developed and planned annual leadership and training conferences 
U.S. Dept. of Health and Human Service (HHS) -Washington D.C.  October 1990 - January 1993


Public Affairs Specialist, Office of Public Affairs, Administration for Children and Families (ACF)

· Responded to all media and public inquires on a wide variety of children and family policy issues
· Developed targeted opportunities to promote understanding of ACF functions and programs
· Directed and coordinated promotional ACF events and activities
· Served as assistant editor of the newly created AFC newsletter

Legislative Liaison, Office of the Assistant Secretary for Legislation
     May 1989 to September 1990

· Represented our legislative agenda before Members of Congress and staff, and at Congressional hearings
· Assisted in the development of strategies to implement the Department’s legislative agenda 

· Helped plan, direct and coordinate liaison activities involving Congress, the White House, Office of Management and Budget and other crucial federal agencies
· Tracked and detailed the activities of Congress as related to the issues of universal health insurance and long-term care.

· Prepared legal documents and materials for the Assistant Secretary for Legislation and the Secretary of HHS
Education: 
George Washington University -Washington, DC

     MBA, May 2000

     Focus in Management and Administration 


University of Wisconsin-Eau Claire - Eau Claire, WI

    

     BBA, May 1985

     Comprehensive Marketing Major
Awards:         National Rehabilitation Association's 
Utah Rehabilitation Association 1998 Legislative 


                                   President’s Award for Outstanding 

       Award for Outstanding Service and Influence on 

      Service o the NRA  



       Rehabilitation Legislation

                                   September 9, 2000

U.S. Department of Health and Human 

Services, Administration for Children and 

Families Certificate of Appreciation for 

                                   Outstanding Service
                                   January 1993
Professional

Membership:
American Society of Association Executives
Community
   Girl Scouts of America Brownie Troop Leader, Alexandria, VA - Sept. 2005-Present

Leadership
   Cora Kelly School for Math, Science and Technology Fall Fundraiser Chairperson, 2005 and 2006
   Cora Kelly School for Math, Science and Technology PTA President-Elect 2006-2007

   Cora Kelly School for Math, Science and Technology Fall Fundraiser Chairperson, 2005 and 2006 

   Mount Vernon Elementary School PTA Secretary 2004

   Trinity MOPS Preschool Parent Advisory Committee Member 2004-2005

