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Analyst, Personnel Security & Records Administration  June 2003-September 2007 
 

• Trained and managed the daily work and tasks for two associates. 
• Responsible for coordinating the maintenance of the organizational-wide records management 

program under the supervision of the manager. 
• Served as the Information Systems Security Manager with the responsibility for the coordination, 

administration, and auditing of systems access activities and access to government systems. 
• Reviewed completed government security/background investigation packets for access in Position 

of Trust (POS) positions for all associates, subcontractors, and government staff that access 
Department of Defense computer systems. 
 

Humana Inc.        October 1999-June 2003 
Louisville, Kentucky  
 
Human Resource Specialist       
 

• Performed ethics investigations, including interviews, personnel records reviews, and gathering 
evidence and research to fully develop a thorough investigation 

• Reviewed all derogatory new hire background investigations and arrived at fair and consistent 
decisions, consulted with legal when appropriate 

• Issued pre-adverse, adverse action and FCRA correspondence to candidates for negative 
investigations and positive drug screens. 

• Scheduled candidate interviews, prepared employment offers, and facilitated new hire orientation 
• Interpreted and provided guidance to associates: Payroll, benefits policy/procedures, performed 

procedural management incentive plan, compensation, and benefits changes 
• Performed exit interviews, produced reduction in force packets, business rationale letters, release 

and agreement documents, severance calculations, outplacement, and benefits information 
 

EDUCATION & CERTIFICATIONS 
 

Certified Information Privacy Manager (CIPM), International Associate of Privacy Professionals (IAPP), 
ANSI/ISO standard 17024:2012 Accredited, Certificate Number 0001356271, April 2016 
 
Master of Business Administration; Human Resource Management concentration, Columbia Southern 
University, Orange Beach, Alabama.  
 
Bachelor of Science in Human Resource Leadership, Sullivan University, Louisville, Kentucky.  Summa 
Cum Laude and President’s Cup Honors 

 
SPECIALIZED TRAINING 

 
National Archives & Records Administration Annual Privacy & Records Management Training. September 
2003-2015 
Defense Health Agency (DHA) Privacy & Civil Liberties Office Annual Privacy/HIPAA and Data Protection 
Training.  June 2010-present 
Defense Health Agency (DHA), Position of Trust clearance; National Agency Check with local check 
(NACLC), Favorable Adjudication:  Periodic Reinvestigation April 2014. 

 
PROFESSIONAL AFFILIATIONS 

 
• International Association of Privacy Professionals (IAPP), Member. 2015-Present 

 
COMMUNITY ACTIVITIES 

 
• Jeffersontown Fire Protection District, Historian, August 2021-Present 




