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Professional Summary
Implementation and operations professional with progressive experience in system administration, data migration, workflow design, automation, and client onboarding. Translates complex business requirements into scalable processes using Smart Advocate, Excel/VBA, Power Automate, PowerShell, Smartsheet, and related platforms. Recognized for rapidly learning new systems, resolving operational issues, improving data quality, and building clear documentation that strengthens accuracy, efficiency, and cross-functional execution.
Education
Boonville High School — Boonville, MO | High School Diploma, May 2016
State Fair Community College — Sedalia, MO | Coursework, August 2016–March 2017
Core Competencies
Implementation & Operations: Implementation coordination, project coordination, client and firm onboarding/offboarding, process optimization, workflow auditing, documentation, quality assurance, deadline management, training, and cross-functional collaboration
Systems & Automation: Smart Advocate administration, Microsoft Excel, VBA, Power Automate, PowerShell, SQL, Smartsheet, Five9, Microsoft Teams, Microsoft Shifts, Storis, CRM, and case management systems
Data & Technical Operations: Data migration, bulk processing, imports/exports, cleanup and normalization, database maintenance, file management, system configuration, access administration, troubleshooting, reporting, metrics, and process documentation
Professional Experience
Implementation Coordinator | Angeion Group (formerly Case Works, LLC)
Remote | March 2024–September 2026
· Coordinate technical implementations and operational workflows for legal case management, medical-record processing, data migration, automation initiatives, and firm transitions.
· Administer Smart Advocate, including workflow design, user roles, User Defined Fields, system configuration, automation setup, troubleshooting, testing, and operational support.
· Manage high-volume Rapid Records and bulk-data operations, including uploads, downloads, imports, exports, file organization, validation, cleanup, and quality control.
· Build Power Automate, PowerShell, Excel, and VBA solutions that streamline scheduling, notifications, file management, reporting, and recurring data-processing work.
· Lead firm onboarding and offboarding activities, coordinating configuration, workflow changes, data migrations, documentation, automations, and transition readiness.
· Audit workflows, resolve data and process gaps, and create reusable protocols that improve consistency, training, scalability, and cross-functional execution.
Case Manager | Case Works, LLC
Remote | June 2023–March 2024
· Managed case files, intake procedures, client correspondence, invoices, expenses, budgets, project metrics, and legal deadlines.
· Created and executed a structured project closeout plan that met the required deadline.
· Led appointment-scheduling automation and developed the supporting agent protocol; received the company’s Resilience Award.
Real-Time Analyst | Case Works, LLC
Remote | October 2022–June 2023
· Monitored Five9 and live dashboards, adjusting schedules in real time to support service-level performance as call volumes changed.
· Built Microsoft Shifts and Power Automate workflows for scheduling and time-off requests, improving consistency and accuracy.
· Transitioned project communication to Microsoft Teams to centralize collaboration and operational updates.
Client Engagement Specialist | Kelly Services (contracted to Case Works, LLC)
Remote | May 2021–October 2022
· Tracked client engagement and case activity in Smartsheet and Smart Advocate while performing quality-control reviews for Lead Complete cases.
· Created the Lead Complete operating protocol and supported beta testing and pilot initiatives, including Zantac Case Locker testing.
Service Operations Manager | Ashley Home Store DSG
Columbia, MO | August 2019–May 2021
· Managed customer concerns, orders, billing processes, and database maintenance for two store locations.
· Reported operational updates to district leadership and improved efficiency through database cleanup and standardized billing protocols.
Assistant Manager | Dollar General
Gravois Mills, MO | January 2019–August 2019
· Oversaw daily store operations, opening and closing procedures, staff training, inventory control, deposits, and end-of-day financial reporting.
Secretary | Missouri Schools for the Severely Disabled, Area I (DESE)
Sedalia, MO | January 2018–January 2019
· Processed hiring paperwork, maintained confidential personnel files for multiple schools, and trained new employees on database systems and office equipment.
Front Desk & Housekeeping Associate | Hotel Bothwell
Sedalia, MO | January 2017–April 2017
· Handled guest registration, payments, and front-desk service while supporting housekeeping operations and a professional guest experience.
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