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Professional Summary
Communications professional with proven experience in technical writing, desktop publishing, and document formatting. Skilled in developing SOPs, audit documentation, newsletters, and employee engagement materials while ensuring accuracy and quality. Proficient in Adobe Creative Cloud, Canva, and Microsoft Office.
Professional Experience
Cushman & Wakefield – Workplace Experience Coordinator (Contracted by Humana) 			            Jan 2026 
Develop desktop publishing materials throughout the contract, using Canva to produce flyers and infographics promoting employee involvement for office engagement events.
Collaborate with Cushman & Wakefield (CW) leadership to design and publish newsletters, displaying the contributions and achievements of CW employees across the Humana contract. 
Provide high-level administrative and operational support by coordinating with executive assistants to facilitate requests from Humana’s senior leadership and CEO.
BNL Inc. – Senior Risk and Controls Consultant (Contracted by EY) 				  June 2019 – May 2025                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
Managed substantive editing and publication formatting for two HUD Agency Financial Reports, utilizing Adobe InDesign and Microsoft Word to maintain the department’s editorial standards and visual consistency. 
Led production for the company website redesign, enhancing written content and general design, winning MarCom Gold Awards for Branding Refresh (2021) and Website Redesign (2021).  
Co-authored SOPs that enabled consultants to effectively adopt and utilize a new client-mandated program.
Contributed to HUD’s compliance and audit readiness by drafting and proofreading over 100 audit workpaper PDFs in Adobe Acrobat, ensuring error-free documentation and adherence to the client’s editorial standards.
Conducted internal audits of payment integrity programs by reviewing financial transactions, contracts, and supporting records to identify improper payments and assess compliance.
Analyzed internal audit findings and authored detailed corrective action plans, facilitating remediation efforts, and helping restore organizational compliance.
Frequently collaborated with process owners and stakeholders to request required documents, validate business process steps, and identify key internal control points.
Washington Commanders – Gameday Communications Coordinator (Internship) 		      Aug 2018 – Jan 2020
Edited official press releases and transcribed interviews, supported media relations and communications planning.
Managed multiple gameday assignments, including checking in media and verifying post-game interview transcriptions were accurate and adhered to the Commanders’ style guide. 
Demonstrated strong interpersonal and verbal communication skills by responding to reporter inquiries and addressing information requests in a timely and professional manner. 
Education
M.A., Strategic Communication, Liberty University (2018) | B.S., Communications, Liberty University (2016)
Skills
Microsoft Office | Adobe Creative Cloud – InDesign, Acrobat | Writing & Copy Editing | Format & Layout Review | Desktop Publishing – Canva, InDesign | Technical Writing | Collaboration | Quality Control 
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