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Executive Assistant to the Rector 

Ss. Peter and Paul Cathedral - St. Thomas, VI I January 2016-March 2018 

• Provided executive support including financial documentation, event logistics, and inter-

ministry coordination.

• Maintained confidential records and served as liaison to parish and diocesan leadership.

Director of Gift Administration (Contract) 

University of South Carolina -Columbia, SC I May 2013 -April 2014 

• Managed IRS-compliant donor gift processing and reporting for advancement office.

• Worked with staff to ensure high standards in stewardship practices.

Director of Advancement Services 

University of the Virgin Islands -St. Thomas, VI I April 2004 -October 2012 

• Directed strategic advancement planning and Title Ill grant initiatives.

• Liaised with foundations and produced high-level donor proposals and stewardship

documents.

• Chaired the Shared Governance Senate and contributed to university-wide initiatives.

EDUCATION 

• Ph.D. in Creativity, Leadership, Innovation & Change (Expected May 2027) -University of the

Virgin Islands 

• MBA-Master of Business Administration -National University, San Diego, CA

• ABA-Approved Certificate in Paralegal Studies -University of San Diego, CA

• B.S. in Psychology and Economics -Wofford College, Spartanburg, SC

PROFESSIONAL AFFILIATIONS 

• Council for the Advancement and Support of Education (CASE)

• St. Thomas Business and Professional Women, Inc.

• Thurgood Marshall College Fund, Inc.

TECHNICAL SKILLS 

Google Suite I Microsoft Office I CRM Tools (Raiser's Edge, PowerSchool) I Adobe Acrobat I 

Project Management Tools I Digital Filing & Calendar Systems 


