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PROFILE KEY STRENGHTS

PROFESSIONAL EXPERIENCE

4/15/2022

12/17/2016

06/2021-Today 

Excellent Executive Support provided, with an outstanding blend of commitment, organization, prioritization, leadership,
interpersonal skills, and response.

Proven ability to lead and supervise team members, manage a wide range of duties simultaneously and coordinate
multi-level directives.

Support Business Partner needs, act as a junior-level Chief of Staff to gate-keep for VP level and C-level executives.

Extensive experience in calendaring, travel arrangements, meeting management, and timely reporting of expense reports.

Excellent communicator with demonstrated ability to collaborate with staff, leadership team, business partners and
others at all organizational levels.

Consistent success is rooted within the concept of quality, continuous improvement and effective process enhancements.

Proven track record collaborating with internal stakeholders, and seamless ability to work with global teams.

Recent Key Achievements: 

Successfully completed (with a 95%) Paralegal Certification course and Advanced Paralegal Course
at UC Santa Cruz.

Recognized as Jade Global 2016 Team Player of the Year out of 800+ employees.

To the Chief Marketing Officer, SVP of WW Sales and VP of MSP Sales (Since all my colleagues and 50% of
the total staff exited the company after a management consultant retooled the company's mission,
policles, and procedures, I also decidedto look for a new position.)

Malwarebytes.
Executive Assistant. Santa Clara, CA

Responsible for end-to-end event project management for Fortune 500 clients and top tier trade
shows such as Google, Cisco Live, Salesforce and RSA.

Created project documents including work orders, change orders, submittals, punch-list requests,
and close out requirements.

Monitored and followed up on incoming project requests to ensure all projects are prioritized and
assigned resources in a timely manner; led weekly progress meetings to review work queues and
communicate with all stakeholders.

Maintained and reinforced timelines/schedules with Design, Production and Installation Managers
Oversaw daily jobs, ensuring all stakeholders are informed.

Image Options- Formerly Splash Events, San Jose, CA.04/2019 to
07/2020 Events Program Manager. San Jose, CA. 

Provide Comprehensive support to the CMO, and 3 Vice Presidents of Marketing.

Managing complex calendars for the Chief Marketing Officer and 3 other Marketing VP's (prioritizing
inquiries and requests, resolving conflicts and ensure smooth daily engagements.

Arrange and handle logistical aspects of all Off Site Meetings, Marketing Meetings and assisting
Sales Team with Annual Sales Kickoff and other large meetings/events, prepare meeting agendas,
and execute all logistic.

Manage marketing related projects such as run email campaign channel for SMB's and work on
CSAT related projects.



EDUCATION

Tracked milestones for all projects; adjusted schedules as necessary, communicated and
coordinated resources with other teams. Clearly communicated status of all projects and risks.

Optimized overall project management process for efficiency through ongoing measurement
and reporting on project lead times and number of projects in progress.

Managed project deliverables, timeline projections, and budget impacts.

Coordinated show services such as transportation, labor, and vendor orders.

Supervised on-site installation and managing changes in field conditions.

Maintained and built client relationships through excellent customer service.

Thunder Token START UP.
Events Program Manager, Sunnyvale, CA. 

Provided administrative support to VP of Business Development, CEO, CoFounder and VP of People
Operations. Managed travel, heavy scheduling, and Event Sponsorship & Speaker opportunities.

Supported VP of People Operations with heavy interview scheduling and onboarding for fast
paced Start Up with stealth hiring.

Executive Assistant for Co Founder, heavy travel, maintain calendar and planned and managed 
public speaking opportunities.

Research and obtain info on event sponsorship opportunities.

Collaborate with sales and marketing teams to provide event recommendation.

Manage day-to-day relationships and activities w/external vendors.

Establish or maintain a calendar of events and deadlines.

Plan, manage all pre-, onsite, and post-show planning and execution.

Work with design and demand generation team to produce promotion material including emails
and direct mails.

Manage show logistics including signage and fixtures, booth set-up and teardown, show services,
shipping.

Liaise with exhibitor services for staff related info, hotels, travel, registration, catering needs
Interface an manage all outside vendors and suppliers related to event needs.

Develop post-event reports and analysis to determine the e ffectiveness of events.

May 2018 to
Oct 2018

 

University of California at Santa Cruz.
Paralegal Certification.

Coursework in Communication Studies and Political Science.
San Jose State University.

TECHNICAL SKILLS

Salesforce, SugarCRM, Cvent, Google Suite, MS Office Suite, MS Dynamics, Lanyon, RanKing, Eloqua, Wrike,
Zoom, GoToWebinar, Office 365. Wrike


