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Summary of Qualifications 

• Skilled Career Coach and Workshop Trainer. 

• Experienced in assisting dislocated workers manage change after layoff. 

• Twelve years experience in workforce and economic development with the Contra Costa 
County One Stop Operator, Workforce Services Bureau, and as staff to the Workforce 
Development Board. 

• Demonstrated ability to build and maintain collaborative relationships with businesses, local 
agencies, community based organizations, regional One Stop staff and partners, and to market 
and promote the One Stop Career Center and Workforce Development Board programs. 

• Working knowledge of industry sector initiatives, demand driven business services and the 
Workforce Investment Act. 

• Strong customer service skills, resourceful and self-motivated. 

Related Experience 

Career Coach, Trainer and Professional Networker, Self-Employed                         
Nov 2011-present                                                                                                                        

• Support those in career transition with self-assessment, decision-making, goal setting, 
enhancing presentation/marketing skills and maintaining positive perspective. 

• Deliver educational workshops to job seekers, workforce development staff and small business 
owners. 

• Through my well-established network, connect individuals and business owners to the “right” 
people and resources to help them move forward in their job search, career or business. 

Workforce Services Specialist, One Stop Operator/Workforce Development Board 
Employment and Human Services Department, Contra Costa County – Concord, CA 
2007- 2011 

• Represented programs and services of the Workforce Development Board (WDB) of 
Contra Costa County to the workforce and economic development community, 
employers, community organizations and partners.  Actively participated on external and 
internal committees and advisory boards.  Convened and attended events, seminars, local and 
regional meetings related to business, employment, the labor market and the economy. 
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• Integral member of WDB Business Services Team.  Provided oversight for Business 
Training Workshops project in partnership with Community College Contract Education 
department. Regularly reported to the Business and Economic Development Committee of the 
WDB on Rapid Response data and related project updates. Worked with team to achieve the 
goals and objectives of the WDB Strategic Plan. 

• Provided Rapid Response services to dislocated workers and employers in collaboration 
with partner agencies. Presented information on resources and services through the One Stop 
Career Center system and community resources, to support individuals and families during 
transition.  Advised employers on strategies for averting or decreasing layoffs. 

• Supported Employer Services in local and regional One Stop Career Centers. Co-led 
planning of annual Employer Open House. Communicated with Employer Liaisons on 
opportunities for job seekers, as well as connections to employers for relationship building. 
Coordinated marketing efforts and design of collateral materials to promote One Stop 
Employer Services. 

Business Services Representative, Workforce Services Bureau 
Employment and Human Services Department, Contra Costa County — Martinez, CA 
Jan - Dec 2006 

• Planned and developed special projects and events related to specific industries and 
career pathways for the benefit of CalWORKs participants and staff.  Created partnerships 
with employers and other community organizations to bring employment, retention and career 
advancement opportunities to participants.  

• Served as lead for Employment Placement Team responsible for placement and retention 
of General Assistance and CalWORKs participants.  Screened appropriate participant 
referrals from district office staff to Employment Placement Counselors.  Held weekly meetings 
to discuss team updates and issues. Acted as liaison between Division Manager and team on 
various communications and requests regarding policies and procedures. 

Business Services Representative, Workforce Development Board 
Employment and Human Services Department, Contra Costa County — Concord, CA 
2005-2006 

• Established relationships with city offices, businesses, training entities and community 
based organizations with the goal of marketing the WDB, identifying partnership 
opportunities/business services to enhance workforce and economic development in the 
region. 

Attended local economic and workforce development conferences to stay abreast of current 
conditions.  Served as Exhibit Chair for the Manufacturing Matters! Summit hosted by WDB, 
which convened business, education and training organizations, as well as local politicians and 
regulatory agencies related to the manufacturing sector. 
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Business Services Representative, One Stop Operator 
Employment and Human Services Department, Contra Costa County — Concord, CA 
2001-2004 

• Marketed One Stop Business Services through outreach and networking with businesses, 
cities and economic development groups.  Participated in county Chamber of Commerce 
activities, including trade shows, networking meetings and mixers. Introduced information to 
numerous business groups through presentations and speaking engagements.  Served on local 
economic task forces and committees.  Partnered with cities and chambers in producing events 
for the business community.  Called on businesses new to the area. 

• Linked businesses and start-ups to economic development resources, such as the Small 
Business Development Center, city offices and Chambers of Commerce.  Provided 
business-to-business referrals to specific contacts in the community. Assisted businesses in 
accessing labor market data, business licenses/permits, funding sources and resources related 
to business planning. Worked with Job Developers as part of the Business Services Team to 
ensure that employer needs were met. Collaborated with other Business Services 
Representatives regionally to share information and promote continuous improvement. 

Resource/Employment Specialist 
Department of Rehabilitation, State of California — Pleasant Hill, CA 
1998-2001 

• As a One Stop partner, initiated focus group to improve operations of the EASTBAY 
Works Employer Connection Call Center and services to local employers.  Instrumental in 
the establishment of physical and program accessibility for customers of the CCC One Stop 
Career Centers. 

• Served as a Resource Specialist to DOR district staff.  Established Counselor/Employment 
Specialist Consortium.  Planned and organized seminars on specific disability groups and high 
growth industry sectors. Provided in-service training for counselors.  Coordinated job 
placement efforts with local DOR offices.  Implemented recruitment, interviewing and hiring of 
job coaches to meet client needs. 

Professional Affiliations 

• Member, Business Advisory Board, Saffron Strand, Inc. 

• Former Secretary, Employer Advisory Council, Board of Directors 

• Former Member, Industrial Association of Contra Costa County 

• Leadership Contra Costa, Graduate 2006 
 
 

Education 
 

• GCDF(Global Career Development Facilitator) Certification 

• JFK University, Pleasant Hill, CA – graduate level Career Development coursework 

• Illinois State University, Normal, IL – B.S. Special Education (SM/ED) 

 


