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EXPERIENCE  
Project Manager
2017-present 
University of Alabama College of Education Office of Evaluation, Tuscaloosa, AL

· Support evaluation contracts in pre-award and application submission as well as post-award reporting requirements, accounting and budget management.

· Assure compliance with Federal, State, and Local government administrative requirements related to pre-award and post-award sponsored project activities.
· Assist with client site visits and onsite evaluations.

· Assist with Institutional Review Board applications and renewals.

Grant and Contract Specialist

2015-2017 
UA School of Social Work Office of Research/ College of Education Office of Evaluation, Tuscaloosa, AL
· Support School of Social Work research faculty in all aspects of pre-award grant activities and application submission as well as post-award reporting requirements, accounting paperwork and budget management.
· Support College of Education evaluation contracts in pre-award and application submission as well as post-award reporting requirements, accounting paperwork and budget management.

· Assure compliance with Federal, State, and Local government administrative requirements related to pre-award and post-award sponsored project activities.
· Assist with Institutional Review Board applications and renewals.

· Proofread journal manuscripts, grant final drafts, and other documents as needed.

2013-2015 
UA School of Social Work / Capstone College of Nursing, Office of Scholarly Affairs, Tuscaloosa, AL
· Support research faculty in two colleges in all aspects of pre-award grant activities and application submission including review, revision, and development of sponsored project proposed budgets.

· Assist faculty with post-award reporting requirements, accounting paperwork and budget management, using Banner system.

· Assure compliance with Federal, State, and Local government administrative requirements related to pre-award and post-award sponsored project activities.
· Assist faculty with Institutional Review Board applications and renewals.

· Proofread journal manuscripts, grant final drafts, and other documents as needed.
Program Assistant

2010–2013 
UA School of Social Work/ Capstone College of Nursing, Office of Scholarly Affairs, Tuscaloosa, AL
· Supported office staff managing pre-award and post-award grant activities.

· General office management, administrative, and secretarial duties as well as supervision of full-time AmeriCorps VISTA volunteer placed annually by Walker Area Community Foundation.

· 2011 recipient, Ricky Yanaura Crimson Spirit Award, quarterly campus-wide recognition of employees who “by actions, words and deeds, make The University of Alabama an exceptional place to work and learn.”

· 2012 recipient of one of three annual Office for Sponsored Programs scholarships to attend regional conference of National Council of University Research Administrators.

Office Associate II
2008–2010
UA School of Social Work, Office of Research Administration, Tuscaloosa, AL
· Assisted in grant application submissions: research and locate mechanisms, proof text and references, draft budgets, verify requirements to satisfy final checklists.

· Proofread journal manuscripts and other documents as needed.

· Gathered and verified information, designed, drafted articles, proofed text, managed approvals, arranged printing, distributed 8-page, 3-color departmental newsletter.

· Supervised up to 4 student employees per semester.

· General office, administrative, and secretarial duties.

Creative and Project Management

2003–2007
Reflex Blu, Birmingham, AL (advertising/direct mail, financial and health care clients)

· Staff Writer: Copywrite, edit/proof client programs supervised by five project managers.

· Project Manager: Oversaw all aspects of direct mail production on up to 30 concurrent projects, including customer communication, scheduling, coordination with design team, print/lettershop production, budgeting.

· Managed research and prep for creative brainstorm meetings and presentations.

Public Relations/ Communications Specialist

2001–2002 
Motion Industries, Birmingham, AL
· Wrote, managed approval, supervised press release distribution. Maintained press coverage database from clipping services. Produced monthly management reports.

· Wrote/ edited all articles and created layout for quarterly two-color 20-page internal newsletter, average distribution of 6,500.

· Wrote/ edited and created layout for eight quarterly internal product news sheets, average distribution of 3,700.

Assistant Vice President, Customer Communications

1998–2001
AmSouth Bank Corporate Marketing, Birmingham, AL
· Copywriting: brochures and pamphlets; weekly newsletter articles to 14,000 employees; average 25 customer letters monthly; CEO customer correspondence

· Project Management: production of all mailings to customers of divesting branches; customer acquisition mailings; branch grand opening communications; miscellaneous mailings; monthly production of four-color inserts for 1,000,000 statements (working with ad agency for text/design and legal department for compliance); customer communications on Year 2000 preparedness; employee communications on bank merger-related employee training.

· Proofread documents, including employee newsletter and annual reports.

Technical Writer and Marketing Specialist

1997–1998 
Bear Creek Technologies, Birmingham, AL (telecommunication traffic study software

· Created and updated software manuals by researching information, testing software products, designing format, and capturing screen images from actual software.

· Designed and implemented Web-based help files in HTML.

· Provided marketing and sales support.

· Managed quarterly internal newsletter (design, edit, layout, and copywriting).

Product Development Specialist

1994–1997 
PACE Learning Systems, Tuscaloosa, AL
· Wrote educational lessons, new employee training material, manuals, articles, letters.

· Researched curriculum requirements for new educational products. Designed and implemented graphical user interface for computer-based interactive lessons.

· Proofread and edited product and training materials, newsletter articles, sales presentations, and correspondence. Presented sales materials at sales conferences.

Editorial Production

1990–1994 
Newbridge Communications, New York, NY (leather-bound editions, historical classics)

· Project Management: prepared books for print production, maintaining accuracy and quality; researched titles for consideration.
· Marketing: wrote sales letters and brochure descriptions; obtained illustrations, including permission for reprints, for brochures.

· Copyediting and proofreading.

· Began employ in 1990 under company name Gryphon Editions in Birmingham, AL. Relocated to New York City after buyout by Newbridge Communications.

Freelance Marketing 

Copywriting and proofreading

2001-02, 2007-08
Compass Bank Corporate Marketing Department, Birmingham, AL
2007-08
Crane Hill Publishing/Cliff Road Books, Birmingham, AL
2004 
PACE Learning Systems, Tuscaloosa, AL
2002 
Reflex Blu, Birmingham, AL
1997-98
AmSouth Bank Corporate Marketing Department, Birmingham, AL
EDUCATION

2018 (expected)
M.S., Consumer Quality Management 
The University of Alabama, Tuscaloosa, AL

· Human Environmental Sciences
1990 
B.A., Communications 
The University of Alabama, Tuscaloosa, AL
· Magazine Journalism major, English minor

· Presidential scholar, graduating cum laude

· Internships with Alabama Symphony Orchestra Marketing Department (1990) and Birmingham Area Chamber of Commerce’s Birmingham Magazine (1989)

AWARDS AND HONORS
2014 
Outstanding Professional Award, presented by University of Alabama Professional Staff Assembly recognizing professional staff for going above and beyond normal responsibilities and duties, for bringing out the best in others, for offering innovative ideas, and for creating conditions for success
2011
Rickey Yanaura Crimson Spirit Award, presented by University of Alabama Human Resources Department recognizing employees who by actions, words, and deeds, make The University of Alabama an exceptional place to work and learn
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