	Nichole Y. Pearson 

	880 Phillips Dr. Northglenn, Co 80233

	(970) 903-9637

	nypearson@gmail.com 

	Areas of Specialty
	· Office Management
· Database/Archive Management
· Customer Service 
· People Oriented
· Public Notary
	· Business Administration
Spreadsheets/Reports 
Event Management/Logistics
Proficient Computer Skills
Social Networking/Marketing


	Education
	Master of Organizational Leadership 
CSU Global University, Denver, CO
	March, 2013 - Present

	
	Bachelor of Arts in Business Administration
Fort Lewis College, Durango, CO  
	August, 2005 - May, 2010

	Experience                                       Non-Profit Administration                                        May, 2010 - Present

Billing Coordinator-Continuum of Colorado
Oversee the day-to-day billing operations for approximately 125-150 clients receiving Personal Care services from Continuum of Colorado. Ensure that billable services are accurately translated in to billable units; complete billing forms for submission; and assist in monitoring documentation to ensure that services provided adhere to the client’s service plan and Medicaid Waiver rules.
Consultant/Grants Specialist-Booz Allen Hamilton
Provide administrative, technical and grants management support services for the Federal Region VIII Administration for Children and Families (ACF), Office of Head Start (OHS) and the Office of Grants Management (OGM).
Provide knowledge of government-wide grants management requirements to ensure timely resolution of all grant awards and applications.
Region VIII OHS Monitoring Lead; tracking resolution progress to ensure all deadlines for resolution are met.
Region VIII OHS State Collaborative Director Lead Assistant; coordinate quarterly meetings, meeting minutes, and assist on all on-going projects.
Region VIII Enrollment Lead; track and report monthly program enrollment.
Maintain an interoffice calendar in Microsoft Outlook, schedule meetings, record minutes, send correspondence to attendees, set appropriate action item deadlines and ensure Regional Office staff follow through with those actions.
Research and develop programmatic and statistical reports.
Research and data collection to support the OHS Risk Management process.
Assists in facilitating and planning of the quarterly Region VIII State Collaboration Director Meetings.

Administrative Assistant-Arapahoe House
Coordinator for the Arapahoe House Foundation Board.
Responsible for gathering information for reports for both, the Operations Board and Foundation Board.
Attended Board meetings and related committees as assigned and takes accurate and thorough minutes of all proceedings.
Responsible for publishing the Biweekly newsletter for staff.
Coordinates all meeting logistics; i.e., prepares all board meeting related materials, reserves and prepares facilities.
Maintain contract database and executives. 
Maintains petty cash fund.
Supervise and coordinate agency wide currier. 

	Recording Secretary- Southern Ute Indian Tribal Council 
Facilitated and transcribed official minutes for Tribal Council. Worked directly for all seven Tribal Council members, Chief Executive Officer, and the Executive Assistant.
Attended Board meetings and related committees as assigned and takes accurate and thorough minutes of all proceedings.
Receptionist duties; daily log for tracking working activities, such as contracts for signature, phone calls, visitors, document distribution, and certified mail.  
Created a complete organizational chart for the entire Southern Ute Indian Tribal government. 
Adept at developing and maintaining administrative processes that reduce redundancy, improve accuracy, and achieve organizational objectives. 
PeopleSoft; requisitions, check requests and travel. 
Provides logistical support for special events and meetings. 

Administrative Assistant-ERSEA Coordinator
Worked directly under the ERSEA Coordinator and assisted in tracking and inputting confidential information for ERSEA, Human Resources and the Volunteer Management departments. 
 The designated recording secretary for all staff meetings and main back-up for the office manager.   
Office management duties; greeting visitors, answering phones, establishing systems of general operations.
Maintained staff calendar, administrative notebooks, and record retention.
Confidential data entry
Developed a Bus Safety Program to improve school readiness throughout all eight Head Start centers, in the Tri-County area. 
Record & transcribe staff meeting minutes. 
Track in-kind donations/submit monthly reports.
Served on the Human Resource Management team & Family Involvement team.


	Community Activities
	Fort Lewis College Alumni Association Board Member (2011-2014)
Boy Scout Leader (2010-2011) 
Anything Outdoors! 



