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SUMMARY	 HRIS/Workforce Technology, Instructional Design, Learning & Development, and Project Management professional with 10+ years of experience leading enterprise initiatives that improve organizational performance by aligning people, processes, technology, and strategy. Trusted partner to executive leadership, recognized for bringing structure to ambiguity, translating strategy into execution, and delivering measurable business results. Experience spans commercial real estate, healthcare, manufacturing, government, insurance, financial services, education, and professional services, leading initiatives involving HRIS and workforce technology, project management, business operations, process improvement, learning and development, change management, and stakeholder engagement. Known for simplifying complexity, building collaborative partnerships, and delivering scalable solutions that drive technology adoption, organizational performance, and lasting business value.

EXPERIENCE	
Workforce Technology Project Manager | Cognitif Design, Atlanta, GA | Nov 2024 – Present
· Retained by a former employer as a consultant to orchestrate full project management lifecycles by advising leadership on workforce operations, HR technology, and compliance processes across a 100+ employee multi-site organization.
· Develop virtual training programs, process documentation, and ADP Workforce Now dashboards to ensure clear communication and stakeholder alignment.
· Coordinate data updates with HR and IT teams to maintain data integrity and support business-critical decision-making.
Operations Project Manager | Savills, Atlanta, GA | 12/2018 – 10/2024
· Served as a trusted partner to the Director of Operations, Managing Directors, Vice Chairmen, and executive leadership, helping coordinate business operations and cross-functional initiatives.
· Managed the day-to-day operational lifecycle of 125+ concurrent federal and state commercial real estate transactions, coordinating documentation, approvals, Docusign workflows, stakeholder communication, and transaction milestones supporting General Services Administration (including the DOJ, DHS, FBI) and the Georgia State Properties Commission (DOAS, DPS, DNR, GDC) agencies, to name a few.
· Assisted with the completion of federal background investigation paperwork submissions, fingerprinting, and security vetting required to support sensitive government real estate initiatives as an independent contractor.
· Simultaneously supported nine office tenant brokers with private-sector client portfolios, preparing client deliverables, proposals, presentations, market research, and transaction support.
· Managed the Atlanta Commercial Board of Realtors (ACBR) Million-Dollar Club reporting process, validating more than $5 million in annual individual broker production and over $175 million in annual government brokerage transaction volume for five consecutive years, supporting recognition of top-performing brokers across multiple commercial real estate sectors.
· Directed multi-state, Southeast commercial real estate licensing compliance, working with agency representatives at real estate commissions to keep broker licenses active, meet continuing education requirements, and complete timely filings.
 IT Project Manager/EA to IT Director (Short-Term Contract) | Fulton County Schools, Atlanta, GA | 8/2018 – 11/2018
· Partnered with the Director of IT to support executive priorities, technology initiatives, and operational planning across a 100+ school district while coordinating cross-functional communication and project activities. 
· Developed and managed IT asset tracking systems, procurement processing, and inventory controls while coordinating hardware deployments, vendor relationships, and technology support across Help Desk teams and field technicians.
Creative Services Consultant | Independent Consultant, Atlanta, GA | 2/2018 – 7/2018
· Provided project-based creative consulting services to a select group of business clients, delivering branding, graphic design, print production, and marketing collateral.
HRBP/HRIS Lead | Broniec Associates, Berkeley Lake, GA | 5/2016 – 1/2018
· Partnered with executive leadership to improve workforce operations by leading HR (ADP Workforce Now) technology initiatives related to employee relations, workforce planning, performance management, compensation administration, policy interpretation, and supporting day-to-day HR operations in a 100+ employee, multi-site organization.
· Supported payroll, benefits, time and attendance, reporting, organizational charts, employee data management, and HR system administration and improved HR operations by developing workforce reports, dashboards, process documentation, onboarding resources, and training materials that strengthened user adoption and improved decision-making.
· Coordinated full-cycle onboarding for 20+ new auditors/employees, managing new hire documentation, I-9 compliance, background checks, orientation, and system setup.



 Chief of Staff | HealthAmerica Realty Group, Atlanta, GA | 5/2015 – 3/2016
· Served as a trusted partner to the CEO, maintaining his calendar, scheduling meetings, coordinating travel, handling special personal projects, and confidential communications while serving as a central point of coordination across the organization.
· Prepared executive reports, board presentations, financial summaries, and business correspondence to support leadership discussions, planning, and organizational communications.
· Worked closely with the internal healthcare brokerage team and external business partners to coordinate projects, manage competing priorities, and business development efforts. 
Senior Administrative Assistant | Cushman & Wakefield, Atlanta, GA | 7/2010 – 4/2015
· Served as a trusted partner to the Director of Operations and a team of 12 industrial and 2 retail commercial real estate brokers, coordinating business operations, client deliverables, and strategic priorities across industrial and retail portfolios.
· Partnered with brokers, clients, property owners, contractors, and other industry professionals to coordinate transaction activities, maintain project timelines, support successful client outcomes, and coordinate proposals, presentations, requests for proposals (RFPs), broker opinion of value (BOV) reports, letters of intent (LOIs), market research, and financial analyses.
· Managed complex schedules, meetings, travel, executive communications, expense reporting, and operational priorities while supporting multiple high-producing brokerage professionals.
· Prepared and validated annual production reporting for the Atlanta Commercial Board of Realtors (ACBR) Million-Dollar Club, supporting recognition of broker performance and transaction volume of 150+ million for 5 consecutive years.
· Recognized for exceptional productivity and attention to detail, consistently completing complex market surveys and client deliverables significantly faster than typical turnaround times while maintaining a high standard of accuracy and quality.
HRIS Lead | Mission Foods, Pendergrass, GA | 11/2009 – 6/2010
· Served as the primary SAP HCM and UKG (Kronos) resource on a three-person HR team supporting a 500+ employee, three-shift tortilla manufacturing facility, partnering with production supervisors, payroll, accounting, and operations leadership to support workforce systems and day-to-day HR operations.
· Partnered with production supervisors to review timecards, resolve payroll discrepancies, and ensure accurate paycheck processing, including printing replacement checks for last-minute schedule changes and payroll corrections.
· Partnered with the HR Manager on employee relations matters, including workers’ compensation claims, OSHA reporting, workplace investigations, and other sensitive employee issues, while maintaining confidentiality and regulatory compliance, and coordinated onboarding by verifying employment eligibility (Form I-9), preparing new-hire documentation, creating ID badges, ordering uniforms, conducting orientation, and reinforcing workplace safety and PPE requirements.
· Supported high-volume recruiting by assisting with hiring events involving 200+ applicants, processing new-hire paperwork, verifying employment eligibility, and communicating with English- and Spanish-speaking candidates.

TECHNOLOGY	
HRIS/ERP: ADP Workforce Now, Paylocity, SAP HCM, UKG (Kronos), Workday HCM 
Project Management: Citrix, MS Azure, MS Office (Advanced), Smartsheet, Salesforce, Zoom
Learning & Development: Adobe Captivate, Articulate Rise/Storyline 360, Camtasia, PowerPoint (Animations) 
Creative Tools: Adobe Creative Suite (After Effects, Illustrator, InDesign, Photoshop, Premiere)

CERTIFICATIONS	
Certified Professional in Training Management (CPTM) | Training Industry, Inc. | Cert. #: FE202925 | Exp. 2/9/2027
Workday HCM Hands-On Tenant Training Certificate | ERP Cloud Training | Completed 4/2026

EDUCATION	
M.S., Human Resources Management | Keller Graduate School of Management
B.A., Sociology | Florida Atlantic University
A.S., Computer Graphics | The Art Institute

PROFESSIONAL MEMBERSHIPS	
Academy to Innovate HR (AIHR)
Alpha Kappa Delta (International Society of Sociology)
International Association for Human Resource Information Management (IHRIM)
National Society of Leadership & Success (NSLS)
Project Management Institute (PMI)

