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	My objective is to serve in a leadership position while continuing to grow, learn, and assist those around myself, my community, and the workplace.


Experience
	May 2023 - present; 40 hrs/wk
Departmental analyst, michigan department of labor and economic opportunity
· Serving as the Michigan Career Opportunity Academies for Community Health (MiCOACH) Analyst and Data Collection Coordinator 
· Representing Workforce Development to complete and submit data to the Human Resources & Services Administration (HRSA) quarterly and annually
· Collecting, analyzing, inserting, and storing data for the Michigan Career Opportunity Academies for Community Health (MiCOACH) Grant Program
· Developing Excel spreadsheets to monitor MiCOACH grant progress
· Creating Grant Action Notices (GAN) to fulfill budget access to the Michigan Works! Association (MWA) partners
· Managing and updating the MiCOACH Grant budget based on grant partners’ reported expenditures
· Representing LEO-Workforce Development (LEO-WD) at Virtual Job Fairs promoting the MiCOACH grant
· Analyzing, completing, and submitting Quarterly Updates, Reports, and Annual Performance Reports in the Electronic Handbook (EHB) as required by the Health Resources and Services Administration (HRSA)
· Contacting Michigan Works! Association (MWA) partners and school partners to collect participant data 
· Joining weekly meetings with the MiCOACH grant team and bi-weekly with the training partner, the Michigan Community Health Worker Alliance (MiCHWA), regarding training and data updates
· Participating in and facilitating monthly and quarterly meetings with MWA partners, school partners, and stakeholders regarding program status
· eRouting documents to colleagues regarding internal changes awaiting approval
· Interpreting and implementing HRSA language into daily MiCOACH operations
· Attending Michigan Works! Association (MWA) Conferences and Business Services Professional workshops
· Analyzing, clarifying, and documenting Quarterly Performance Reports with school and Michigan Works! Agency partners
· Collaboratively editing, reviewing, and submitting Quarterly Progress Updates and Annual Progress Reports in the Electronic Handbook (EHB) for MiCOACH

	

November 2010 – May 2023; 40 hrs/wk
eligibility specialist, michigan department of health & human services
· Completed eligibility determinations for the Food Assistance and Medicaid Programs
· Reviewed cases to ensure they are appropriately coded for employment and training eligibility requirements
· Reviewed FAP and Medicaid results to ensure the correct decision notices are provided to the applicants
· Troubleshot Bridges results when computations are incorrect; submit Help Desk tickets when the system is not making the correct determination
· Exceeded daily production goals
· Daily protection of data
· Reviewed and responded to all inquiries from internal staff to external partners and organizations, as deemed appropriate by policy
· Utilized my exceptions role to analyze and complete various overrides in Bridges for special project assignments
· Reviewed, updated cases, and completed redeterminations as necessary for the Foster Care Transitional Medicaid population
· Reviewed and interpreted Bridges policy to ensure correct eligibility determinations are made in Bridges and ensure compliance with payment accuracy goals
· Met various project deadlines by utilizing various workload management tools such as Outlook calendar and OneNote
· Demonstrated excellent customer service by promptly responding to telephone inquiries, faxes, and e-mails
· Researched, analyzed, and clarified business processes and policies prior to processing public assistance applications
· Complied with privacy and security mechanisms to protect the department and public assistance data
· Served on an interview panel and collaborating with other panel members seeking potential employees

	January 2009 – October 2010; 40 hrs/wk
general office assistant, michigan department of health & human services
· Registered paper and electronic public assistance applications
· Managed incoming and outgoing faxes
· Answered a multi-line phone system and directed calls appropriately
· Processed incoming and outgoing mail
· Provided administrative support to managers and front-line staff


Education
	May 2022
Master of arts, Strategic communication and leadership, spring arbor university

may 2008
Bachelor of arts, communication, michigan state university


Certifications, Skills & Competencies
	Certified Business Solutions Professional – January 2024, Michigan Works! Association
Talent Pipeline Management Certification – April 2025, U.S. Chamber of Commerce
20 years of State of Michigan public service
Experience in giving presentations to audiences in person and virtually
Experience in One Stop Management Information System (OSMIS)
Knowledge and experience in the Electronic Handbook (EHB)
Conducting public assistance interviews to ensure accuracy and address discrepancies.
Knowledge and experience with state programs such as Bridges and MiSACWIS to access daily workload.
Personally and professionally trained for diversity, equity, and inclusion.
Using state data systems to analyze and process data submitted to determine public assistance eligibility.
Organizing caseload management to meet deadlines for assigned work.
Interpreting and implementing federal and state policies for determining public assistance eligibility.
	Troubleshooting computer system errors to ensure correct benefits are issues to customers.
Training colleagues and management on specific workloads when necessary.
Providing updates to internal and external partners, clients, and organizations regarding eligibility status.
Collaborating with internal and external partners to obtain necessary verifications and documentation to determine public assistance eligibility.
Creating business processes as a blueprint to maintain program success with external partners.
Knowledge and experience in Microsoft Office (Word, Excel, PowerPoint, Outlook, OneNote, and Teams), Zoom, and Snagit.
Team building with colleagues and representatives from other entities.


Activities & Awards
· Five (5) What Outstanding Work (WOW) Awards for processing cases and projects ahead of schedule
· Certificate of Excellence award for Disaster Food Assistance Processing
· Mentoring colleagues with Employment and Training processing
· Knowledge and experience with social media content, script writing, and public speaking
· Experience in collaborating with the Social Security Administration regarding disability types and payments
· Knowledge and experience with Linguistica for language barriers
· Former City of Lansing youth basketball volunteer Coach
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