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	Education

Bachelor of Arts         University of North Carolina             Wilmington, NC        1995-1999

                                     at Wilmington

Study Abroad              DeMontfort University                       Leicester, UK                    1996
Experience

	
	PPD, Inc.   Contract Specialist    Raleigh, NC   Jan. 2010 – Present
Draft, negotiate and finalize various PPD contracts including Master Service Agreements, Laboratory Agreements, Work Orders, Amendments and Change Orders. Exercise independent judgment on how to reduce or eliminate company legal, regulatory and financial exposure, while working with company attorneys and other key staff as necessary.  Serve as a liaison between sponsors and internal customers for all assigned agreements and educate company employees on the contracts process.  Identify and assist with the implementation of process improvement opportunities.  Maintain online filing system and coordinate weekly with Legal Administrative Assistant to archive recently executed agreements.
PPD, Inc.   Contract Associate    Raleigh, NC   Nov. 2007 – Jan.2010

Managed the preparation, review, approval and execution of various PPD contracts.   Coordinated and directed company-wide internal review, negotiation and submission to senior management for execution.  Initiated contact with both internal and external clients for contract follow-up and tracked outstanding contracts for timely execution.  Updated contract templates for internal clients and various PPD entities.  Maintained document filing, tracking and archiving for RTP division. 

Verizon Wireless   Area Operations Representative   Wilmington, NC Jul. 2004 – Jul. 2006

Provided comprehensive business support to the Northeast Area Operations Center and processed incoming orders for both direct sales and online customers. Responded to inbound support line for correspondence from internet customers. Reconciled various accounts to insure proper credit issued.  Maintained quick turnaround times while adhering to Verizon customer service standards.   
House of Raeford   Accounts Payable   Wilmington, NC  Oct. 2003 – Jul. 2004

Processed invoices, debit, and credit memos in a timely manner.  Processed, printed, and mailed checks to vendors and service providers. Provided general office support such as ordering supplies, verifying time cards and procedures, and corresponding with service providers. 

Topsail Middle School   Teacher   Hampstead, NC  Nov. 2002 – Jun. 2003

Taught the North Carolina Standard Course of Study in language arts, social studies and mathematics.  Provided academic and organizational support to students with learning differences and/or behavior disorders.  Taught students to understand how they learn, to recognize their strengths, and to advocate for their specific learning needs. Created and maintained Individualized Education Plans for students and monitored their progress toward accomplishing specific goals.   

Dillard’s Department Store   Sales Associate   Wilmington, NC  Oct. 2001 – Oct. 2002
Provided friendly and courteous sales assistance to customers from initial greeting through close of transaction.  Maintained, organized and merchandised assigned department.  Took stock inventory on a weekly, quarterly and annual basis. 
Outer Banks   Technical Assistant for Sourcing and Design   Leland, NC  Feb. 2000 – Aug. 2001

Developed, organized, and sent out technical packs with the applicable matrix, sketches, and fabric swatches to selected factories.  Coordinated with Quality Control department to approve strike-offs and lab dips for design and color matching.  
Examined and approved garments for quality construction and proper fit, conducted fittings on live models, and communicated findings to domestic and offshore vendors.  Designed displays and merchandised trade show booth.  Maintained on-site fabric and trim library.  
PPD, Inc.   Research Assistant    Wilmington, NC  Aug. 1999 – Jan.2000

Reviewed regulatory documents for proper content.  Performed PPD investigator file reviews and logged outstanding issues in project related tracking tools.  Acted as a liaison between the monitor and investigative sites to resolve outstanding regulatory issues.  Dispersed study related information, including project tracking updates to clients, clinical study teams and other PPD departments.  Assisted with the development and distribution of initial protocol packets.




	Professional Papers Presented

	LOOKING AHEAD WITHOUT DREAD: LEARNING ABOUT WOMEN THROUGH LIFE HISTORIES

Co-authored with Eleanor K. Covan Ph.D., Professor of Sociology and Gerontology Coordinator, UNC Wilmington. 

Presented at the 10th International Congress on Women's Health Issues in June 1999 in Indianapolis, Indiana. 



	Additional training

	Participated in CRO industry training on corporate insurance requirements, data privacy and confidentiality and non-disclosure agreements, 2009-2011.  

Attended the “How to Read and Write Legalese” course at Meredith College, 2009.


	Computer Skills

	Proficient in Windows operating systems, Microsoft Office, Learning Management System (LMS), Workshare Compare, Adobe Acrobat, Internet Explorer, and Mozilla Firefox.


	Volunteer experience

	Raleigh Little Theatre  Sound Crew Volunteer   Raleigh, NC   Nov. 2008 – Present
Run sound board for music and sound effects for a variety of live performances.  Coordinate volunteers and organize crew when serving as Sound Crew Chief.  Performances worked include Bunnicula, The Prime of Miss Jean Brodie, The Man Who Came to Dinner and The Last Night of Ballyhoo.


