
El Cerrito







SUMMARY  

Talented and self-motivated writer and editor with a creative vision, great attention to detail, and a commitment to delivering 

dynamic written content.  Ability to work under pressure to ensure strict deadlines are met.  Extremely resourceful with experience 

utilizing print and social media to develop original content and gain loyal readers.  

KEY COMPENTENCIES 
TIME MANAGEMENT RESEARCH/ANALYTICS  SOCIAL MEDIA 
MULTI-TASKING  WORK PRIORITIZATION PRINT/DIGITAL MEDIA 

BLOG MANAGEMENT CONFIDENTIALITY TEAM COLLABORATION 
COPYWRITING  PROOFREADING  CONTENT DEVELOPMENT 

COLLEGE EDUCATION 
University of California, Berkeley    Berkeley, CA Bachelor of Arts in English 

PROFESSIONAL EXPERIENCE 

Independent Living Resources of Solano & Contra Costa Counties Board of Directors Concord, CA 
Board President 07/2017 – Present 

➢ Appoint standing and AD HOC committees in accordance with by-laws
➢ Serve as ex-officio member of all committees and monitor their activities
➢ Draft, review & update Board’s documents
➢ Provide legal authorization by signature on behalf of the agency where pertinent (i.e. contracts)

➢ Conduct activities of assignments as given by the Board of Directors
➢ Work with the Executive Director to develop meeting agendas

➢ Act temporarily on behalf of the Board in emergencies if action must be taken before the Board or Executive Committee
can meet

Board Member 07/2014 – Present 

➢ Review Board’s budget & financials
➢ Oversee Board’s grants

➢ Review and approve Board’s documents
➢ Advocate for people with disabilities to live independently

➢ Support and partner with the community to expand opportunities for independent living

In-Home Supportive Services Public Authority  Pleasant Hill, CA 
Advisory Committee Vice-Chair  01/2020 – Present 

➢ Stay current on all Advisory Committee issues affecting the program, and know the procedures and processes set to
handle them

➢ Assist the Chairperson in all aspects of the Chairperson’s position including:

o Act as chairperson in their absence, advise Executive Director on meeting agendas, ensure that committee
members receive adequate training, and that all committees function appropriately

Advisory Committee Member 06/2009 – Present 
➢ Stay informed & educated on IHSS/Public Authority issues, provide consumer & provider input into IHSS
➢ Advise and make recommendations to the Board of Supervisors on issues regarding Public Authority policy, program

development, activities, services, and budget

➢ Participate in community outreach, educational activities, and exploration of alternative funding sources

➢ Review, advise, and make recommendations to the Board on pending state legislation and budget that impact the IHSS
program, consumers, providers, and/or Public Authorities

➢ Engage in advocacy activities related to IHSS consumer and provider issues while notifying the Board of such activities 

➢ Hear appeals and make final decisions regarding removal of providers or consumers from the Registry

AFFLIATIONS 

The National Society of Leadership and Success Jersey City, NJ 
Member  09/2021 – Present 

ADDITIONAL CREDENTIALS 
Software:Microsoft Word, PowerPoint, Excel, Access, Adobe Acrobat Pro (Proficient) 

Dreamweaver, Photoshop (Knowledgeable) 
Networking Application: Google Hangout, Facebook Chat, Twitter, LinkedIn, Skype, Zoom, Microsoft Teams 
Languages: English (Native or bilingual proficiency), Mandarin (Limited working proficiency) 




