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Skills 
	Hospitality Management 
Project Management
Analytical & Creative Thinking 
Managing Expectations
	Scheduling
Communication
Planning & Execution
Executive Reporting
	Consensus-building 
Marketing 
Problem-solving
Microsoft Office Suite 



Experience 
AUGUST 2020 TO PRESENT 
Homeowner Liaison / Lone Mountain Land Company, Big Sky MT 
· Liaise between the client, developer, and contractors. 
· Create and maintain a daily schedule to ensure expectations are met and exceeded for the client. 
· Assist the client with change orders, time frames, and expectations throughout the home building process. 
· Ensure contractors meet contractual conditions by managing dependencies, requirements, communication, and escalations.
· Maintain the strictest confidentiality to ensure that privileged and/or proprietary information is adequately safeguarded against disclosure. 

SEPTEMBER 2017 TO AUGUST 2020 
Licensed Sales Associate & Marketing Manager / The Big Sky Real Estate Company, Big Sky MT 
· Oversaw the organization’s philanthropic outreach within the community while maintaining detailed records of past contributions and future development. 
· Functioned as second in command to the Broker. 
· Responsibilities included: drafting contracts, overseeing Broker’s Salesforce, hosting open houses, managing each Broker’s social media, planning client events, and maintaining contact with prospects. 
· Practiced creative problem-solving and communication within the team, as well as with other departments. 
 
NOVEMBER 2015 TO SEPTEMBER 2017 
Residential Caretaker & Concierge / Yellowstone Club, Big Sky MT 
· Facilitated exceptional vacation experiences for prospective members by organizing rental properties and activities. 
· Created detailed vacation itineraries including, but not limited to, dinner reservations, transportation needs, and activity reservations both on and off the property. 
· Acted as liaison between the Property Management team and the guest for issues pertaining to their home and visit. 
 
JANUARY 2015 TO AUGUST 2017 
Deputy Finance Director / Bennet for Colorado, Denver CO 
· Raised a record-breaking 2 million dollars in the first quarter of the campaign. 
· Managed all Colorado-based fundraising for a top-tier U.S. Senate race, maintaining an extensive fundraising network, and building strong relationships with industry leaders. 
· Cultivated and grew the donor base by implementing creative strategies to target new communities, while maintaining detailed records of targets, outreach, and follow-up. 
· Assisted in the creation and implementation of the organization’s 2016 finance plan. 
· Planned and executed multiple fundraising events a week; tasks including but not limited to; creating event invitations, coordinating with vendors, and driving attendance to events.  

MAY 2012 TO JANUARY 2015 
Deputy Director, Corporate Development / Democratic Governors Association, Washington DC 
· Managed the DGA Annual Corporate Membership program. 
· Maintained detailed records on the progress of individual fundraising programs. 
· Coordinated with Governors’ fundraising staff to target potential new members within their state. 
· Managed hotel reservations, registrations, and onsite logistics for events ranging from 50 to 500 corporate and individual donors at events around the country. 
· Negotiated and oversaw vendor contracts, budgets, staffing plans, and agendas for large-scale conferences. 

Education & Certifications 
JUNE 2011 
B.A. / University of Redlands, Redlands CA 
Bachelor of Arts in Government & Sociology 

ACTIVE SINCE 2017 
Licensed Real Estate Agent / State of Montana 
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