Danielle Parks, M.Ed., ALC

*Fundraising and Development, Planned Giving,
Human Resources and Management

* Hospitality, Social Service, Non-profit

* Higher Education Administrative Assistant

Cell: 205-396-4592

Email: dparks1@montevallo.edu

Address: University of Montevallo

LinkedIn: https://www.linkedin.com/in/danielle-
parks-b-s-070638133/

» Best Buddies Advisor, Montevallo Chapter

* National Society of Leadership and Success, Montevallo
Chapter

*Junior Alumni Board, University of Montevallo
(Professional Development Chair)

* Member of Diversity Committee, University of Montevallo
* M.A.D.E. Peer Mentor, University of Montevallo

* Phi Chi Theta Mentor, National Level

* Women's Fund Conference Collaboration Institute 3.0
(Shelby County)

* Recipient of the 2017 Bill Fancher Staff of the Year Award
* ACE Women'’s Network Institutional Representative (State
of Alabama)

* Google Digital Marketing Certification

* Google Web Designer Certification (Basics)

* Member of Friendship Christian Church Ministries (Praise
& Worship, Children’s Church Teacher, and Special Events
Coordinator)

* District Court Judicial Candidate Volunteer and Events
Coordinator

* Angel Tree Office Coordinator

Yellow Bird Counseling, LLC Intern/ALC Candidate

Administrative Assistant, College of Education & Human

Development

University of Montevallo | March 2015 to present

e Academic Advising: scheduling appointments

¢ Data Entry/Accreditation: organize and collect information, store
benchmark data, syllabi, book adoptions, travel request
forms/processing, and academic schedules

e Program Meetings: solidify location, calendar reminders, record
minutes, and process feedback including action items

¢ Event Planning: coordinate, establish budget, solicit attendees
and promote marketing for Advisory Council, Undergraduate
Honor’s Day, and University Homecoming

e Recruitment and Retention: admissions, campus tours, preview
and registration day planning and details, follow up with potential
students per program interests

¢ Finance: manage including grants, development plans, personnel
action forms, travel, supply orders and summer pay

e Technology Platforms: monitor social media campaigns, update
websites, attend digital trainings

¢ GEARUP Jefferson County: organized meetings and scheduled
interviews for candidates

¢ Human Resources: scheduled skype/on campus interviews,
initiated hiring process, maintain personnel documents including
onboarding; supervise and hire student workers, comply with
federal regulations, manage work schedules, approve time
submissions, and evaluate performance

University of Montevallo

Master of Education, Couples & Family Counseling
May 2023

¢ Sigma Chi Iota Honor Society, Officer: PR Chair

Bachelor of Science, Interdisciplinary Studies

May 2019

e Concentration in Human Relations & Management
e Phi Chi Theta Business Fraternity

¢ National Society of Leadership & Success (Advisor)
e Best Buddies (Advisor)



