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PROFESSIONAL SUMMARY

Visionary Director of Special Projects Coordination with a decade of experience in orchestrating strategic initiatives that
enhance organizational performance. Expertise in cross-functional leadership, stakeholder engagement, and innovative
problem-solving drives successful project execution. Passionate about implementing best practices to optimize workflows
and deliver measurable results.

WORK EXPERIENCE
Director of Special Projects Coordination B8 Mar /2019-Ongoing
Seaside Innovations X Santa Monica, CA

—_

. Conduct thorough research and develop analytical reports for executive leadership to inform strategic decisions.

2. Provide high-level administrative support to the Board of Directors, coordinating meetings, taking minutes, and
organizing key events.

3. Plan and negotiate logistics for corporate events, including annual retreats and holiday celebrations, ensuring alignment
with organizational goals.

4. Develop and implement communication strategies for internal and external announcements, enhancing stakeholder
engagement.

5. Negotiate favorable terms with vendors to optimize event budgets and resource allocation.

6. Collaborate with various departments to ensure compliance with regulations and maintain accurate documentation.

7. Oversee the management of business licenses and permits across multiple company locations.

Special Projects Coordinator # Mar /2015-Mar / 2019

Silver Lake Enterprises K Seattle, WA

1. Supervise a diverse team, ensuring effective project execution and staff development.

2. Monitor and manage budget expenditures to maintain financial accountability.

3. Enhance early care and education initiatives by promoting best practices and professional development opportunities.
4. Lead collaborative projects with external agencies to drive community engagement.

5. Ensure timely processing of payroll and compliance paperwork.

6. Conduct performance evaluations to foster team growth and accountability.

EDUCATION
Master of Business Administration & Mar/2012-Mar / 2015
University of California X Seattle, WA

Concentrated on organizational management and strategic project planning.

SKILLS

Customer Service Analytical Thinking Email And Collaboration Six Sigma Methodologies
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ACHIEVEMENTS

¢ 'mplemented a comprehensive reporting system that improved operational efficiency by 25%.
f' Led a cross-departmental initiative that reduced project turnaround time by 30%.

¢ Negotiated vendor contracts that resulted in a 15% cost reduction for company events.
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