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PROFESSIONAL SUMMARY

Detail-oriented administrative and research professional with experience supporting financial operations, budget management, procurement, and financial reporting for cross-functional teams within higher education. Skilled in administering financial processes for the month end and fiscal year, GAAP/GASB reporting principles, data analysis, and stakeholder communication. Recognized for proactive and solution-based calculative thinking, accuracy in numeric processing, exceptional organization, and the ability to deliver consistent outcomes amidst multiple priorities with respect to time-sensitive deadlines. Over $200,000 gained in successful departmental re-budgeting through budget justification and written rationale.

PROFESSIONAL EXPERIENCE

Grand Valley State University
Graduate Research Assistant – WAIVE Lab College of Computing                                       12/2025 – Present
· Conduct quantitative research involving data collection, statistical analysis, and technical documentation.
· Develop and maintain research datasets, ensuring data integrity and organized recordkeeping.
· Prepare technical reports, research papers, and grant proposals that require attention to detail and strong aptitude to communicate technical processes to a non-technical audience.
· Collaborate with faculty and interdisciplinary teams to manage concurrent projects while meeting strict deadlines.
· Analyze complex datasets using R and statistical modeling to support research findings.
· Maintain organized documentation of research code, project materials, and experimental results.
· Conduct surveys of human participants while organizing and analyzing qualitative data.

Grand Valley State University
Advising Graduate Assistant – College of Computing Advising                                              08/2025 –12/2025
· Managed student case documentation and maintained accurate academic records and planning using university information systems.
· Researched student academic records and analyzed recorded information based on identified career goals to provide accurate advising recommendations. 
· Coordinated multiple advising appointments and administrative processes while maintaining confidentiality and accuracy.
· Generated reports and assisted with data analysis related to student success initiatives such as improving the drop, fail, and withdrawal rates of introductory computing courses.
· Collaborated with faculty and campus departments to resolve student concerns, improving advising service delivery to students.
· Maintained organized records and supported procedural enhancements within advising operations by utilizing skills in advanced excel formulas and functions to calculate credit completion automatically. 

Grand Rapids Community College
Executive Assistant to the VP of People, Culture and Equity                                                        2024 – 2025
· Managed departmental budgets while ensuring accurate financial tracking and reporting.
· Prepared financial documentation and reports in accordance with GAAP/GASB accounting standards.
· Completed procurement, purchase requisitions, and vendor coordination for departmental training initiatives such as SHRM and ATIXA training for human resources.
· Created financial training materials and presentations to improve budget reporting accuracy for neighboring departments.
· Supported database migration and data validation during implementation of a new HR information system.
· Maintained accurate financial and administrative records while coordinating multiple projects under strict deadlines.
· Built strong working relationships with faculty, staff, vendors, and community partners to ensure timely completion of departmental initiatives.

EDUCATION

Grand Valley State University
Bachelor of Science in Integrative Studies                                                        
· Relevant course topics include; Accounting, Business Leadership, Organizational Theory, and Business Ethics

Grand Valley State University
Master of Education in Higher Education Administration                                                        Est. 12/2026
· Relevant course topics include; Teaching Methods, Organization and Administration in Higher Education, Crisis Management, Programmatic Assessment and Evaluation 


SKILLSET


Financial & Accounting

· GAAP/GASB Accounting Principles
· Budget Management
· Month-End Financial Reporting
· Account Reconciliation
· Accrual & Cash Basis Accounting
· Journal Entries
· Balance Sheet Analysis
· Cash Flow Analysis
· Invoice Processing

Business Operations

· Procurement
· Purchase Requisitions
· Administrative Support
· Data Entry
· Record Management
· Stakeholder Communication
· Grant Writing






Technical

· Microsoft Excel
· Microsoft Word
· Microsoft Outlook
· R
· Statistical Analysis
· Data Analysis
· Data Visualization in Excel
