EDUCATION

Windham High School
Windham, ME

Bachelors of Science in Business
Administration and Management
University of Maine at Machias

TRAINING AND
CERTIFICATIONS

Advanced in Excel & Word
CPR/First-Aid

Customer Service
Microsoft 365

YEARS’ EXPERIENCE
5+

Human Resources responsibilities include onboarding,
transitioning, and exiting employees. Assist employees with
corporate policies and procedures, company benefits,
personal leaves, injuries, workers compensation, and labor
law inquiries.

Office Administration responsibilities includes supporting
company operations, overseeing organizational goals and
improving overall efficiency. Skilled in managing company
technology systems, coordinating communication across
departments, streamlining administrative processes, and
supporting strategic business initiatives.

Marketing and Business Development includes developing
and implementing marketing strategies to increase brand
awadreness and generate new business opportunities.
Manage social media platforms and create engaging
marketing content to promote company services. Organize
and attend events, trade shows, and community outreach
initiatives to strengthen company presence.

Professional Experience

Ganneston Construction Corp.-Augusta, ME
Business Development Operations

Acadia Lending Group— so. Portland, ME
Mortgage Loan Coordinator

Tyler Technologies - Falmouth, ME
Associate Software Support

Prudential — Portland, ME
Long Term Disability Claims Manager

Prudential- Portland, ME
Short Term Disability Claims Manager




