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CHIEF ADMINISTRATIVE OFFICER 
Dynamic and results-driven senior executive and general counsel with over 20 years of progressive leadership experience in corporate 
governance and nonprofit administration. Currently serving as Chief Administrative Officer and General Counsel for a national 
nonprofit organization, providing strategic oversight across Finance, Human Resources, Information Technology, Legal Affairs, 
Enterprise Risk Management, Captive Insurance Programs, and facility operations for more than 100 physical plants. Expert in directing 
legal strategy, litigation, negotiations, compliance, and risk mitigation while driving operational excellence and organizational growth. 
Recognized for building high-performing executive teams, leading complex capital projects, and implementing enterprise-wide 
initiatives that optimize performance metrics across multiple regions. Adept at translating corporate objectives into actionable 
strategies that enhance efficiency, strengthen governance, and advance mission impact on a national scale. 
 

§ Organizational Planning 
§ Human Resources Leadership 
§ Strategic Planning & Execution 
§ Regulatory Compliance & Risk Management 
§ Operations Management & Training 

§ Cross-Functional Leadership & Teambuilding 
§ Litigation & Legal Services Management 
§ KPI Dashboards & Analytics  
§ Fiscal Management & Stewardship 
§ Enterprise Technology Oversight 

 
 

Selected Highlights 
 

Executive Leadership 
 

Effectively communicates corporate 
purpose and policies, and contributes 

strong resource development, community 
impact strategies management, and 

sound operations.   

Facility Services 
 

 

Leads strategic facility administration and 
capital initiatives driving organizational 

sustainability.   

Operational Management 

 

Cultivates positive stakeholder 
engagement, manages complex 

operations, and leads change initiatives 
while promoting continuous 

improvement strategies. 
 
 
 

 

Executive Experience 
 

                                                    CHIEF ADMINISTRATIVE OFFICER       2025 to Present 
GENERAL COUNSEL 

                                                       
 

§ EXECUTIVE LEADERSHIP & STRATEGY:  Serve in a dual leadership role overseeing 
Finance, Human Resources, Information Technology, Legal Affairs, Enterprise Risk 
Management, and Captive Insurance Programs, ensuring operational excellence 
and alignment.  

§ Supervise and mentor a high-performing executive team including the Chief 
Financial Officer, Chief Information Officer, and Vice President of Human 
Resources, fostering collaboration and strategic alignment across all 
administrative functions.  

§ LEGAL & RISK MANAGEMENT: Lead all legal affairs, compliance initiatives, and enterprise risk management programs to 
safeguard organizational integrity and mitigate exposure.  

  

§ OPERATIONAL EXCELLENCE:  Implement systems and processes that enhance efficiency, accountability, and data-driven decision-
making across administrative functions.  

§ Supervise and mentor a high-performing executive team including the Chief Financial Officer, Chief Information Officer, and Vice 
President of Human Resources, fostering collaboration and strategic alignment across all administrative functions.  

§ PHYSICAL PLANT OPERATIONS:  Direct facility services for 100+ physical plants ensuring compliance, safety, and cost effective 
operations while implementing strategies that optimize maintenance, sustainability and risk management. 

§ Lead planning and execution of major capital projects and infrastructure enhancements, ensuring alignment with strategic 
priorities, budget compliance, and timely delivery while mitigating operational and financial risks.  
 
 
 
 

CONTRIBUTION HIGHLIGHT 

® Implemented award winning risk 
control measures that resulted in 
three Awards of Merit for high 
performance in workers’ 
compensation captive.  
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Eckerd Connects      2020 to 2025 

CHIEF OF STAFF | GENERAL COUNSEL 

Provide strategic direction and operational oversight of $250M human services non-profit with 140 locations across US,  2 for-profit 
subsidiaries, and 2 joint ventures. Serve in dual capacity focusing on executive-level Human Resources initiatives supporting business 
objectives, and directing pragmatic legal strategy and corporate advisement.  Oversee Legal, Risk Management, Human Resources, 
and Strategic Planning while guiding 4 direct reports and managing outsourced business 
relationships with vendor partners including Legal Counsel and Legal Service Providers.    
§ STRATEGIC PLANNING & CEO SUPPORT:  Ensure proper business alignment with 

President and CEO vision, oversee infrastructure and multiple operational and 
administrative systems, and orchestrate government affairs and special activities.   

§ BUDGET PLANNING & FINANCE: Assist CEO with financial stewardship and monitoring 
of financial operations and FY budget of up to $300M, and directly oversee $8M of P&L 
budget with integrity and accountability.  

§ Collaborate with CEO and CFO in preparation of annual budget forecasts prior to 
presenting to Board of Directors. 

§ Reduced workers' compensation and liability insurance premiums by implementing 
effective loss control measures and containing costs for open claims through timely legal 
review resulting in reducing premiums by $356,000+ from previous year.  

§ HUMAN RESOURCES LEADERSHIP: Manage and oversee all HR functions for up to 2,300 
employees including recruiting and retention programs, new hire onboarding, employee relations, compliance, and all 
employment-related matters. 

§ Provide direction and professional guidance to 2 Directors of Human Resources, Director of Learning Management Systems,  and 
Director of Strategic Planning and Board Relations.  Supervise operations of complete HR department comprised of 19 associates. 

§ GENERAL COUNSEL:  Sole in-house counsel developing and deploying legal strategy of all legal matters including employment, 
premise liability, negligence, workers’ compensation claims, and other legal issues.  Retain and manage outside counsel.  

§ Reduced legal spend in FY23 by over $553,000 after examining and identifying outside employment counsel expenses of newly 
acquired Odle Management Group, LLC.  Transitioned legal matters in-house and championed cost savings within one fiscal year.  

§ LEGAL PORTFOLIO MANAGEMENT:  Manage drafting of EEOC position statements, oversee outsourced civil litigation matters, 
and manage outside counsel and carriers.  Currently oversee 95 active cases in various stages of legal process involving 
governance, privacy, real estate and general legal matters.  Effectively utilize Westlaw for legal research. 

§ Managed and balance legal affairs with serving as liaison to key stakeholders in addressing critical issues and providing sound 
recommendations.  Provide legal opinions, representation, and recommendations to leadership regarding compliance with local, 
state, and federal regulations. 

§ Plan and direct unified discovery and strategy phases of litigation practices between multiple states, and primary point of contact 
for all negotiations. 

§ Successfully lead enterprise risk management program for a complex national non-profit organization and its subsidiaries. 
§ PERFORMANCE MANAGEMENT:  Developed and implemented robust performance metrics, reports, and standard operating 

procedures aligned with strategic goals. Regularly analyze dashboards, KPIs, employee surveys and scorecards, industry trends, 
and business-related data to drive performance delivery and best outcomes while focusing on quality assurance and promoting 
positive change.  Ensure competitive positioning and refinement of core programs. 

§ CONTINUOUS IMPROVEMENT:  Implemented communication improvement strategy by reviewing biannual staff feedback 
surveys and instituting monthly communication between leadership and staff.   Launched bi-monthly virtual town hall meetings 
cultivating culture of open communication and collaboration, increasing employee engagement scores by 25%. 

§ Spearheaded transitioning of applicant tracking system from ADP to Fountain allowing applicants to apply via text or mobile device 
improving application fill-time and creating an enhanced work environment for current staff.  

§ TRAINING & DEVELOPMENT:  Create and facilitate training essential to workers’ compensation, HIPAA/Privacy Acts, employment 
law, and risk mitigation best practices. Proficient using SumTotal Learning Management software platform to ensure workforce 
compliance. 

 

Eckerd Connects 2016 to 2020 
CHIEF OF STAFF 

 
 

§ HUMAN RESOURCES & EXECUTIVE LEADERSHIP: Partnered with senior executive business leaders and influenced strategic 
implementation of human resources values through planning, setting benchmarks and goals, and managing comprehensive HR 
strategies and solutions to maximize employee retention and performance. 

§ In partnership with Board of Directors, oversaw infrastructure, long-term strategic development, and multiple systems ensuring 
proper business alignment and advancement of CEO’s established vision.   
 

CONTRIBUTION HIGHLIGHTS 

® Reduced legal spend by over 
$550K annually. 

® Identified inefficient practices 
and controls through hand-on 
leadership and business 
management knowledge. 

® Built an engaged and dynamic 
culture while developing long-
term growth and national 
service impact.  



[Type here] 
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§ Organized all government affairs, public and community relations, media engagement, and crisis communications. 
§ Ensured high-level of organizational effectiveness through ongoing performance management, organizational design, and analysis 

and implementation.  Oversaw change management, talent assessments, leadership development,  and fiscal responsibilities. 
§ TRAINING & DEVELOPMENT: Transformed organizational productivity through ongoing staff training and development initiatives.  
 

                                                    SENIOR DIRECTOR OF EXTERNAL AFFAIRS       2014 to 2016 
                                                      INTERIM CHIEF OF EXTERNAL AFFAIRS                              2015 to 2016  
 

§ EXECUTIVE LEADERSHIP:  Integral member on executive leadership team tasked 
with directing and supervising  external relations functions to include government 
relations, community engagement, marketing and communications, media 
relations, grant writing, and fund development strategies.  

§ Secured legislative and philanthropic investments while advancing sound public 
policy efforts and building national brand as respected thought leader.  

§ FUNDRAISING: Raised historical $1.6M in private fundraising donations through 
soliciting individual donations and overseeing annual gala raising $350,000.   

 

§ RELATIONSHIP BUILDING:  Cultivated positive relations and built strategic partnerships optimizing market expansion and growth. 
                                          

 

 

Education 
MBA Candidate with concentration in Finance 

Liberty University, Anticipated 2026 
 

LL.M. Business Law with concentration in Employment Law and HR Risk Management 
Florida State University, College of Law, 2022 

 

Master of Public Health Degree with concentration in Risks to Adolescent Health 
John Hopkins University, Bloomberg School of Public Health, 2021 

2020 Bloomberg Fellow, Full Academic Scholarship 
 

Juris Doctor, cum laude 
Cooley Law School, 2015 

Certificate of Merit (Trial Skills), Dean’s List, Recipient of Honors Scholarship 
 

Bachelor of Science, Management, cum laude 
Hodges University, 2005 

 
 

Licensure & Professional Affiliation 

Addmitted to the Florida Bar | General Contractor, Florida Department of Business and Professional Regulation 
 
 

Teaching Experience 
Southern New Hampshire University ■ Adjunct Professor, Business Law                                                                       2025 – Present  
Courses taught include: Business Law I and Business Law II 
 
Purdue Global Law School ■ Adjunct Law Professor                                                                        2025 – Present  
Courses taught include: Employment Law 
 
Columbia College ■ Adjunct Professor, Business Management                          2025 – Present 
Courses taught include: Information Systems for Management, Employment Law, Strategic Human Resource Management, 
Organizational Theory, Organizational Behavior, and Business Ethics 
 
Liberty University – School of Law and Helms School of Government ■ Assistant Professor;        2022 – Present 
Doctor of Law and Policy Capstone Committee Chair; Legal Studies Program Director; Subject Matter Expert 
Courses taught include: Foundations of Law, Corporate Compliance, Law and Economics, Ethics and Professional Responsibility, Civil 
Practice, Corporate and Business Organizational Law, Legal Research; Bankruptcy and Secured Transactions; and Constitutional Law 
and Public Policy. 
 

CONTRIBUTION HIGHLIGHT 

® Built and maintained relationships 
with wide range of key industry 
influencers and stakeholders 
successfully promoting and 
enhancing organizations’ reputation. 


