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Offering 15+ years of award-winning professional experience in legal, government, and banking sectors. Superior bilingual communicator and process improver with proven successes in finance, human resources, and real estate and emergency management. Demonstrated skill in strategic planning, budgeting/forecasting/account reconciliation, marketing, and customer service.

Professional Experience
Executive Director                                                                                                                                 2017 – Present
Prison Families Anonymous, INC – New York, NY
Provide advocacy, support and inspiration to families of the incarcerated and the incarcerated.  Work with community organizations and government to provide awareness and suitable programs for rehabilitation .  Public speaker.    

Storm Recovery Case Management Consultant                                                                                  	     2017
Toll International – New York, NY
Guide homeowners impacted by Superstorm Sandy and Hurricane Irene through completion of the repair and rehabilitation process for their affected properties. Coordinate with participating rehab teams to ensure homeowner satisfaction.  Serve clients and company in English and Spanish, as needed.

Legal Administrative Assistant                                                                                                                           2016
Jonathan A. Tand & Associates – Garden City, NY	       	                                                              
Assisted partners with preparation of motions, pleadings, affidavits, briefs, calendars, and court applications. Coordinated with attorneys and clients from point of referral/discovery to trial phase. Managed all firm calendars.

Deputy Director                                                                                                                                        2010 – 2016
Nassau County Coordinated Agency for Spanish Americans – Hempstead, NY
Managed all agency operations, including financial and payroll management, legal and agency-based compliance and risk management, creation and implementation of agency-wide policies and procedures, human resources, event planning, and media relations. Developed and executed residential Emergency Management plans, and operated 24-hour temporary housing shelters. Participated in special projects teams to carry out on government critical programs, and on committees including Commission of Human Rights, District Attorney Youth Safety Council, and Nassau Task Force Against Domestic Violence. Maintained calendar for agency Director, and represented Director and Nassau County Executive at agency-related meetings. Supervised 13 staff members.  

Owner/Manager                                                                                                                                      2007 – 2010
Stro Pub Inc. – Jamaica, NY
Owned and operated community bar and eatery.

Assistant to President and Vice President – Community Development Group                                1999 – 2007
JPMorgan Chase – Garden City, NY
Supported President and VP in retail mortgage lending. Managed two pipelines totaling $50-million in revenues, including mortgage processing from initial inquiry through credit approval and transaction closing.  Received and resolved client inquiries; coordinated with developers, attorneys, appraisers, loan officers, subsidy lending groups, real estate offices, and clients; met all deadlines. Winner of Chase All Star Award for Excellent Customer Service.

Education

Master of Business Administration
Adelphi University – Garden City, NY

Bachelor of Science in Management Information Systems
York College – Jamaica, NY

Skills and Certifications

•	Proficient in Microsoft Office, including Word and Excel
•	Certified EMS and volunteer firefighter
•	Fluent in Spanish
