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Communications Coordinator
I have 15 years of experience providing administrative support to the communications team at a Washington, DC nonprofit research organization and prior experience in customer service at a Washington, DC medical hospital. I have proficiently handled administrative matters, including supervision of multiple projects and budgets, managing calendars and meeting logistics, handling procurement and purchase order processing, integrating and training staff on new project management software, timecard management and composing written correspondence. I have interacted professionally with all levels of staff and maintained the highest level of confidentiality. I am known for my tact and diplomacy in handling sensitive issues, and I have strong attention to detail.

Computer Skills

· Microsoft: Word, Excel, PowerPoint, Access, Outlook, SharePoint

· CRM, PM, and Meeting Software: Raisers Edge, Salesforce, Smartsheet, VOCUS, U-Stream, GoToMeeting, ZOOM, 8x8
· Finance and Human Resources Systems: Workday, JAMIS Prime
· Other: WorkZone, Drupal, Slack, BOX.com
Work Experience
Communications Coordinator, Urban Institute, 1/2016-Present
· Preparing biweekly executive reports

· Facilitating purchase orders, contracts, and master service agreements
· Processing consultant agreements and payment requests
· Scheduling meeting logistics, training sessions, and high-level conferences 
· Timecard and approval delegation

· Travel and reimbursement approvals 
· Risk management
· Project oversight
Communications Assistant, Urban Institute, 2008–2016
· Provided administrative support to the communications team, including the vice president of communications and five department directors

· Prepared biweekly and daily communication team reports

· Managed project progress reports

· Facilitated purchase orders, contracts, and consultant agreements

· Scheduled staff meetings, training sessions, and conferences

· Managed account reimbursements for travel and job-related expenses

· Renewed professional memberships 
· Ordered office supplies and meeting provisions
· Reviewed all timecard submissions for the communications team
Production Sales Representative, Urban Institute, 2005–2008

· Prepared monthly sales reports outlining costs for the publications office
· Analyzed accounts for the organization and distribution house
· Coordinated the distribution of press releases and announcements of newly released publications
· Created, organized, and managed web-based modules for data related to all publications for online services
· Managed inventory and book distributer’s database
· Handled customer service inquiries
Customer Service Representative, Children’s National Medical Center, 2000–2004

· Assisted with funder engage and cultivation of donor relationships
· Planned, prepared, and executed fundraising events
· Maintained donor records and files 

· Responded to inquiries and special requests

· Processed donations

· Coded mailings for national solicitation

· Provided administrative support to the team
Education
· Coursework toward an associate’s degree, Prince George’s Community College and College of Southern MD
· Coursework at the 2013 Administrative Professionals Conference
· Leadership and Project Management workshops
· AMA professional development courses: Cision, Copyright Clearance Center, Smartsheet
· Certificate of Completion, Encore Travel Academy
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