Adrienne C. Cole

Richmond, Virginia

(804) 874.4045  

acolecareer@gmail.com

PROFESSIONAL EXPERIENCE
Virtual Self Management Group, Richmond VA

Founder and Managing Principal







December 2006 – Present
Provide consulting services in the areas of organizational, strategic, and operational management. Support clients with various project management needs, copy review, and executive assistant services.
Executive Level Scheduling & Calendar Management for the Honorable Cynthia McKinney, Presidential Candidate during the U.S. 2008 Presidential Campaign

· Responsible for the daily travel and public engagements schedule on a national level by working with internal and external parties to organize various components needed to initiate, run, and conclude major projects as related to the campaign

· Coordinated fundraising events with national partners to raise approximately $100K towards the presidential campaign

· Served as Compliance Officer to ensure that projects and events involving the Candidate were handled efficiently, properly, and within the guidelines of the Federal Elections Committee

Training and Resource Development for Bond Law, PLLC

· Improved team performance and efficiency significantly by providing proper MS Office Suites training for employees to accomplish their work goals in service to customers and clients

· Researched office resources and online tools to assist in the increased productivity of small businesses

· Designed and delivered assessments to staff members regarding training and resources that were presented 

· Served as the Office Manager by providing performance management and development for key staff members 

Executive Administrative Assistant for the LewisCole Group (LCG)

· Co-Facilitated group process with regards to strategic planning, organizational structure, and business development

· Provided technical writing and editing of copy services for policy and procedure manuals on various contracts of LCG for the District of Columbia Housing Authority, Newark Housing Authority, and the Philadelphia Housing Authority

· Assisted with preparation for executive level Meetings and presentations for Board Members, Staff and Community Partners

· Managed various projects such as marketing strategies, quality assurance, and workplace design

Richmond Public Schools – Title One Programs, Richmond VA
Data Coach/Analyst








October 2009 – Present
Instructional Tutor








March 2009 – June 2009
Utilizing Title 1 policies and procedures to deliver additional educational services to help disadvantaged students meet State academic standards. 

Data Coach/Analyst for Summer Hill Elementary School
· Analyze bi-weekly, quarterly, and yearly assessment data as it relates to state mandated Standards of Learning (SOLs)

· Supports teachers in learning and applying new knowledge and research-based instructional practices necessary to improve academic performance of all students

· Assist the administrative team in reaching data-driven student achievement goals

Instructional Tutor

· Tutored student groups based on needed academic improvement on benchmark and SOL assessments

· Served as a classroom supporter by increasing the quality and effectiveness of classroom instruction

· Tracked student improvement based on bi-weekly, benchmark, and SOL testing
· Reported results back to parents, teachers and facility

U.S. House of Representatives, Washington, DC 

Office of Congresswoman Cynthia McKinney

Chief of Staff    









August 2006 – January 2007

Executive Assistant/DC Office Administrator





February 2005 – August 2006

Served in the capacities of Chief of Staff, Staff Assistant, DC Office Administrator and Financial Administrator during the 109th Congress of the U.S. House of Representatives. Handled a rigorous and demanding schedule that included important political, administrative, and executive duties covering a wide range of professional skills.

Chief of Staff for the 4th Congressional District of Georgia

· Held the highest position you can reach as staff to a Member of Congress

· Offered senior-level counsel and direction to the Member of Congress on political and executive decisions

· Monitored a $1,000,000+ congressional budget in adherence to the federal government financial compliance rules
· Supervised 35+ professional staff members within the DC and District Office (Dekalb County, GA)

Executive Assistant/Office Administrator for the 4th Congressional District of Georgia

· Managed and organized all congressional projects 

· Tracked and reported federal legislation that the Member of Congress signed onto

· Studied and researched policy trends & laws for the benefit of the Member of Congress and constituents

· Handled the daily scheduling of meetings & events for the Member of Congress in DC and with regards to International trips

· Drafted and approved official letter writing  & correspondence and provided effective constituent relations

New Visions, New Ventures, Richmond, VA

Coordinator for Asset Development Center






May 2004 – February 2005

Graduate Intern









January 2004 – May 2004

Coordinated the micro-enterprises initiative in developing key components for the newly created Asset Development Center (currently The Center for Asset Building) – to include the Individual Development Accounts (IDA) program, financial literacy workshops, and direct case management for individual clients and program participants. 

· Developed the current Individual Development Accounts (IDA) Program which offered loan money in access of $50,000 to qualified participants

· Served as a relationship manager with social service agencies, financial institutions and corporate sectors

· Coordinated, facilitated and instructed the financial literacy classes for clients through corporate and business partnerships

· Evaluated agency programs and services in effort to grow the IDA program 

· Researched available federal, state, and local grants and loan programs for emerging and expanding entrepreneurs

EDUCATION

Washington University, GWB School of Social Work, St. Louis, MO

Master of Social Work in Social and Economic Development 

Concentration: Social & Economic Development & Afro-American Studies


Graduated May 2004

Old Dominion University, College of Arts and Sciences, Norfolk, VA


Bachelor of Science - Interdisciplinary Studies/ Math and Science Education


Graduated December 2000 

RECENT ACTIVITIES & SCHOLARSHIPS

National Urban League Young Professionals, Board Member/Director of Public Relations (2009-current),

Old Dominion Alumni Council Richmond, Board Member/Event Planner (2011-current)

Panelist for the Old Dominion University Entrepreneurs Summit 2009

Presenter for the Mayors Youth Academy Summer Works Initiative 2009

Black Pearl Foundation Volunteer 2006-2008

Washington University M. Alfred and Sadie Kolman Scholarship 2003-2004 Recipient

Community Affordable Housing Equity Corporation Program Committee Member

GWB Society of Black Student Social Workers

Nubian Village Academy Volunteer

2003 Student Coordinating Committee Secretary

2003 Diversity Training Team

Mission Committee and Closure Committee

Old Dominion University Homecoming Queen 2000

Black Student Alliance President 1999-2000

Old Dominion University Student Senate

REFERENCES AVAILABLE UPON REQUEST
