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PROFESSIONAL SUMMARY

Bringing a decade of robust experience in managing protocol operations, | specialize in orchestrating high-stakes events and
ensuring compliance with established standards. My background includes advising military and government officials on ceremonial
procedures and enhancing organizational effectiveness through strategic planning and execution. | am eager to leverage my
expertise to contribute to impactful protocol management.

WORK EXPERIENCE

Management Protocol Specialist # Mar / 2019-Ongoing
WidgetWorks Inc. X Denver, CO

1. Prepared detailed itineraries for distinguished visitors, ensuring all arrangements for official visits were executed flawlessly.

2. Coordinated official and social functions, securing necessary funding and resources.

3. Conducted thorough research to select venues and events based on individual profiles and preferences.

4. Arranged transportation logistics, including military and civilian travel, to optimize efficiency.

5. Facilitated briefings and tours of facilities for visiting dignitaries, enhancing their experience and understanding of operations.
6. Provided on-site support for the AMC Commander, ensuring all protocol requirements were met during events.

7. Assisted the Protocol Team with documentation and information collection, streamlining operations across multiple markets.

Protocol Specialist 9 Mar / 2015-Mar / 2019

Cactus Creek Solutions X Phoenix, AZ

1. Organized and executed official luncheons, receptions, and ceremonies, enhancing organizational image and stakeholder
engagement.

. Developed and managed comprehensive itineraries, including guest lists, seating arrangements, and security protocols.

. Served as the primary escort for dignitaries, ensuring seamless adherence to schedules and protocol standards.

. Collaborated with catering services to design customized menus and procure appropriate gifts for events.

. Coordinated logistical support, including ushers and interpreters, to ensure all aspects of events ran smoothly.

. Managed event materials, including invitations and name cards, to maintain professional presentation standards.
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EDUCATION

Bachelor of Arts in Communication 8 Mar / 2012-Mar / 2015

University of Washington ¥ Phoenix, AZ
Focused on effective communication strategies and public relations.
SKILLS
Microsoft Office Suite Database Management Meeting Facilitation Feedback Mechanisms
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ACHIEVEMENTS

g‘* Successfully organized over 30 high-profile events, ensuring seamless execution and adherence to protocol standards.
::* Implemented a new tracking system for protocol documentation, improving efficiency by 25%.

g‘* Developed comprehensive training materials for staff on protocol compliance, enhancing overall team performance.
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