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Leadership Profile 
Experience demonstrating and providing outstanding client service, 
building community partnerships, promoting teamwork, and effectively 
achieving goals in the corporate and public sectors. I believe in an 
organized thoughtful approach and sharing best practices with my 
teammates for mutual growth and success. 

Experience 
TERI SHORT CONSULTING — 2015-PRESENT 

Providing campaign management and field operations for state senate, 
state assembly, county supervisors, city councils, and water district 
candidates. Locate, setup, and management of campaign offices. 
Recruiting, training, and supervision of hundreds of paid staff and 
volunteers. Coordinate candidate speaking engagements, media events, 
and debates. Work with all aspects of media, press releases, and interviews. 
Built and maintain websites and Facebook pages.  

Responsible for raising thousands of dollars for campaigns and overseeing 
fundraising efforts and reporting of funds per FPPC/FEC regulations. 
Develop innovative ideas for field operations to increase candidate visibility 
and gain early voting opportunities. Manage multiple locations for precinct 
walking and phone banks. Maintain VAN, PDI, and other sensitive voter 
databases. Build phone and walk lists for campaigns and candidates. 
Create campaign messaging, brochures, and materials in English and 
Spanish. Teach voter registration and moderate candidate forums. 

BUSINESS DEVELOPMENT REPRESENTATIVE, FIRST AMERICAN — 2017-2019 

Developed and retained a residential client base of Real Estate Agents, 
Brokers, Lenders, Builders, Attorneys, and others through the acquisition of 
new clients and maintenance of existing customers. Interfaced with division 
management, branch managers and escrow staff in delivering seamless 
client service on all escrow transactions.  
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Maintained the client relationship, while servicing their needs throughout 
the entire sales order, shipping, billing, customer payment, and follow-up 
for future business. Licensed by the CA Department of Insurance. 

MARKETING COORDINATOR | OFFICE MANAGER | TAX PREPARER, H&R BLOCK 
2010-2017 

As Marketing Coordinator, I worked closely with our District General 
Manager to build district and office level marketing plans that led us to 
surpass our new client growth goal of 14%. We identified target areas to 
partner with local businesses and non-profit agencies to showcase our 
brand. We increased our Latino outreach with tax talks and tabling events. 
With the help of our office marketing ambassadors, we held weekly events 
in shopping centers, farmers markets, schools, sporting events, and were 
able to reach over 400 businesses with materials.  

During my 5 years as office manager (managing multiple locations), I 
ensured superb client experience was demonstrated and maintained at all 
times, while exceeding office goals for revenue, retention, and new client 
growth by 18%. I held a PTIN and CTEC to prepare tax returns.  

EDUCATION 

Available upon request. 

Skills 
• Administrative: Handle all management tasks, special projects, 

office associates, client issues, and provide excellent support to 
upper management directors.  

• Communication: Conduct myself with the utmost level of 
professionalism with all levels of staff. Maintain the highest level of 
associate and client confidentiality. Exceed company standards for 
communicating corporate initiatives and expectations to teams.  

• Computers: Proven ability to adapt quickly to new technology and 
find solutions when technology isn’t our friend. Proficient in 
Microsoft Windows  and macOS. 
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• Marketing Strategies: Formulate and coordinate office level and 
district-wide marketing plans and activities to promote brand and 
services. Design promotional materials and execute tactics and 
strategies. Plan and organize kickoff events and rallies. Expert in 
grassroots organizations and building community partnerships.  

• Community Outreach: Built relationships with local non-profits, 
schools, businesses and partner with their special projects to gain 
brand visibility. Successful outreach in our diverse communities with 
tax talks and events. Develop press relationships and opportunities 
for earned media to promote brand.                                          

• Management: Implement office expectations and procedures to 
associates, share daily results with team, coach, achieve 
commitments, and recognize performance.  

• Microsoft Programs: Word, Excel, PowerPoint, Outlook, and 
Publisher. 

• Clerical Duties: POS, phone, fax, copier, multi-tasking and 
organizational skills, associate scheduling, analyze and share reports, 
research, and ensure offices are ready to serve clients.  

• Office Efficiency: Promote efficient time management, timely 
communication of company initiatives to associates, possess cultural 
awareness and sensitivity, ensure protection and security of client 
files and records, meet deadlines, and maintain office equipment. 
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