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Executive Summary 

Enthusiastic higher education event professional whose mission is to build relationships, develop, manage achievements and challenges through events, strategic communication, service, and donor relations. An initiative-taking, experienced collaborator whose higher education and administrative background and education allow her to combine her skills to promote Arizona State University in an efficient strategic and enthusiastic manner. 
EXPERIENCE
Arizona State University, Tempe, AZ








02/16 to 11/22

Program Manager Events and Communication






(Current)
· 6 Years of creating, organizing, managing, in-person events across seven library locations.
· 3 Years of experience with virtual meetings/webinars thru Zoom.

· 5 Years of supervision of 75% FTE Employee.

· Strong familiarity with event expense management and tracking.
· Mentoring ASU Library’s first Indigenous program manager in event planning.
· Project management of events/projects using Trello and library project request system.
· Strategic event creation to highlight key library initiatives.

· Experience in developing and maintaining ongoing engagement with ASU Library stakeholders/donors.
· Project manager Tomalee Doan LibAid for Student Success scholarship program.
· Ongoing coordination of all ASU Library locations participation in university outreach events.
· 8 years serving as University Librarian calendar manager.
· Member of MECA, ASU Staff Council and Aventri users’ group.
· Regular interaction with student during ongoing work and as library event collaborators.
· Conference planning for ASU Library and CSW/SC Professional Development Conference.
· Weekly involvement in written and verbal communication to ASU stakeholders.
· Regular use of Slack, Trello, Microsoft 365 and google docs.
Arizona State University, Tempe, AZ










Staff Council Past President

07/20-11/22
· Mentorship of Interim Staff Council President and President Elect.



(Current)
· Serves as donor relations and development coordinator for Staff Helping Staff fund.

· Co-chair of Scholarship and Fundraising committee.

Staff Council President









07/18-06/20




· First paid Staff Council President.

· Led and represented two-hundred-person Staff Council member and advocate group.
· Guided and advised 13-member executive board.
· Responsible for budget, safety regulation and implementation for signature staff BBQ event on four campuses.

· Regular interaction with university executives, management, and stakeholders across multiple areas of ASU.
Patricia M. Odle
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Arizona State University, Tempe, AZ








03/13 to 02/16
Assistant to University Librarian



                       


          
     
· Served as liaison and point of contact for Dean of ASU Libraries while maintaining confidential relationships with multi-level university employees, departments, and private individuals.
· Maintained calendar and coordinated multi-level meetings for Dean of ASU Libraries.
· Edited and published SoundOff, ASU Libraries internal newsletter, using SharePoint.
· Managed and directed ASU Libraries book collection contest through student contact, communication, and venue event planning.
Arizona State University, Tempe, AZ 


 




03/11 to 03/13
Account Specialist


· Served as first point of contact to establish and maintain positive relationships with students and university departments to maximize collections efforts while providing quality customer service.

· Researched student financial and academic records using PeopleSoft; demonstrated ability to adhere to high degree of confidentiality when accessing student records.
· Ran queries in PeopleSoft; mailed weekly payment plan and final demand letters to students and employees with delinquent accounts, using mail merge.
E-Z-GO/Textron Inc., Chandler, AZ 
             





03/02 to 01/11
Office Manager

· Coordinated payroll input and records for thirty-six employees in three states using Kronos time and attendance system allowing company to transition away from manual payroll system. 

· Trained and supervised office personnel in compliance with company policy.
ISEC, Inc., Mesa, AZ                                                 
 



01/97 to 01/02
Executive Administrative Assistant

· Initiated and implemented training for nationwide offices in Dodge Dataline/Marketleader, a sales lead information service. 

· Developed and maintained 36-category vendor network database. 

· Organized and planned company events that resulted in successful presentations.
EDUCATION  
Arizona State University

Masters in Higher and Post-Secondary Education, May 2016 
Arizona State University

Bachelor of Liberal Studies, August 2014 

EVENT HIGHLIGHTS
Community Conversations 2021-2022 (Ongoing)
Faculty Staff BBQ (200-3000 participants)

Giving Day -ASU Library/Staff Council (Regular participant)
Hayden Library Grand Opening 3/2020(Canceled due to Covid)
Night of the Open Door (Multiple campuses)

