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	Summary
Dynamic administrator with a focus on operational excellence in assisted living. Strong capabilities in budget management, regulatory compliance, and team development, fostering high-quality service delivery and resident satisfaction.
Experience
Alamance House - Executive Director 
Burlington, NC • 02/2026 - Current
· Ensure resident safety, exceptional service quality, and HIPAA compliance while maintaining current knowledge of state regulations and achieving successful outcomes in all licensing, DSHR, and DSS surveys.
· Direct daily operations by setting priorities, assigning work, and coordinating cross-functional teams to enhance service delivery, maximize occupancy, and achieve budget goals.
· Manage community financial performance, including labor costs, accounts receivable, accounts payable, payroll, KPI tracking, and implementation of corrective action plans.
· Recruit, hire, and retain qualified team members by fostering employee engagement, providing coaching and performance management, and implementing corrective actions to reduce turnover.
· Interpret organizational policies, establish clear performance expectations, conduct evaluations, and deliver timely feedback to support employee development.
· Oversee community appearance, cleanliness, maintenance, and curb appeal by conducting routine inspections and ensuring compliance with quality standards.
· Build strong resident and family relationships through responsive communication, proactive problem-solving, and effective service recovery, resulting in increased satisfaction and trust.
Caswell House, ALG – Executive Director
Yanceyville, NC • 12/2024 - 01/2026
· Ensured resident safety, exceptional service quality, and HIPAA compliance while maintaining current knowledge of state regulations and achieving successful outcomes in all licensing, DSHR, and DSS surveys.
· Directed daily operations by setting priorities, assigning work, and coordinating cross-functional teams to enhance service delivery, maximize occupancy, and achieve budget goals.
· Managed community financial performance, including labor costs, accounts receivable, accounts payable, payroll, KPI tracking, and implementation of corrective action plans.
· Recruited, hired, and retained qualified team members by fostering employee engagement, providing coaching and performance management, and implementing corrective actions to reduce turnover.
· Interpreted organizational policies, established clear performance expectations, conducted evaluations, and delivered timely feedback to support employee development.
· Oversaw community appearance, cleanliness, maintenance, and curb appeal by conducting routine inspections and ensuring compliance with quality standards.
· Built strong resident and family relationships through responsive communication, proactive problem-solving, and effective service recovery, resulting in increased satisfaction and trust.
Dunmore Senior Living, ALG - Executive Director 
Oxford, NC • 12/2023 - 11/2024
· Ensured resident safety, exceptional service quality, and HIPAA compliance while maintaining current knowledge of state regulations and achieving successful outcomes in all licensing, DSHR, and DSS surveys.
· Directed daily operations by setting priorities, assigning work, and coordinating cross-functional teams to enhance service delivery, maximize occupancy, and achieve budget goals.
· Managed community financial performance, including labor costs, accounts receivable, accounts payable, payroll, KPI tracking, and implementation of corrective action plans.
· Recruited, hired, and retained qualified team members by fostering employee engagement, providing coaching and performance management, and implementing corrective actions to reduce turnover.
· Interpreted organizational policies, established clear performance expectations, conducted evaluations, and delivered timely feedback to support employee development.
· Oversaw community appearance, cleanliness, maintenance, and curb appeal by conducting routine inspections and ensuring compliance with quality standards.
· Built strong resident and family relationships through responsive communication, proactive problem-solving, and effective service recovery, resulting in increased satisfaction and trust.
Dunmore Senior Living, ALG - Executive Director in Training 
Oxford, NC • 08/2023 - 11/2023
· Ensured resident safety, exceptional service quality, and HIPAA compliance while maintaining current knowledge of state regulations and achieving successful outcomes in all licensing, DSHR, and DSS surveys.
· Directed daily operations by setting priorities, assigning work, and coordinating cross-functional teams to enhance service delivery, maximize occupancy, and achieve budget goals.
· Managed community financial performance, including labor costs, accounts receivable, accounts payable, payroll, KPI tracking, and implementation of corrective action plans.
· Recruited, hired, and retained qualified team members by fostering employee engagement, providing coaching and performance management, and implementing corrective actions to reduce turnover.
· Interpreted organizational policies, established clear performance expectations, conducted evaluations, and delivered timely feedback to support employee development.
· Oversaw community appearance, cleanliness, maintenance, and curb appeal by conducting routine inspections and ensuring compliance with quality standards.
· Built strong resident and family relationships through responsive communication, proactive problem-solving, and effective service recovery, resulting in increased satisfaction and trust.
Dunmore Senior Living, ALG - Business Office Manager 
Oxford, NC • 03/2022 - 08/2023
· Provided administrative and operational support for an assisted living community, ensuring exceptional service for residents and their families.
· Collected room and board payments, Medicaid reimbursements, and other resident balances while maintaining accurate and timely financial records.
· Managed resident accounting functions, including move-ins, move-outs, room transfers, billing adjustments, and account reconciliation.
· Maintained complete and accurate resident, financial, and business records in compliance with company policies, HIPAA, and state regulations.
· Reviewed, verified, and processed vendor invoices to ensure accuracy of purchased goods and services and timely payment.
· Processed payroll and managed employee onboarding, personnel records, and separation documentation while ensuring compliance with organizational policies.
· Prepared and reconciled daily bank deposits, ensuring accuracy and adherence to internal financial controls.
· Communicated effectively with residents, families, staff, vendors, and government agencies to resolve concerns, provide information, and maintain positive working relationships.
Granville Health System - Emergency Services Management Assistant 
Oxford, NC • 06/2021 - 07/2022
· Coordinated and scheduled patient tests, procedures, and support services to optimize workflow and ensure timely patient care.
· Monitored nurse call systems, patient alarms, and intercom communications to facilitate prompt responses to patient care needs.
· Managed high-volume inbound calls, emergency messages, and radio communications, ensuring accurate and timely coordination with nursing and clinical staff.
· Collaborated with clinical and non-clinical departments to resolve medical record issues and respond to patient and family inquiries.
· Entered, updated, and maintained accurate electronic and paper medical records, including physician orders, patient charts, Meditech documentation, nursing communications, and departmental records.
· Maintained proficiency in patient management systems, Meditech, census reporting, bed management, patient transport coordination, and system application updates.
· Ensured strict compliance with HIPAA, patient confidentiality standards, and organizational policies governing medical documentation.
Staples Business Advantage - Service Consultant 
Raleigh, NC • 04/2007 - 06/2021
· Delivered exceptional customer service by responding promptly to customer inquiries and resolving issues with professionalism and accuracy.
· Resolved moderate to complex customer concerns while maintaining high service standards and ensuring positive customer experiences.
· Built strong customer relationships through effective communication, active listening, and proactive problem-solving.
· Processed customer credits, returns, and product return service requests accurately and efficiently to expedite issue resolution.
· Applied company policies, procedures, and reference materials to provide accurate information, ensure compliance, and support consistent service delivery.
	
	Contact
sward8009@hotmail.com 
9199395059
Oxford, NC 27565
Skills
· HIPAA compliance
· Regulatory compliance
· Budget oversight
· Strategic planning
· Resource allocation
· Team coordination
· Performance evaluation
· Documentation and reporting
· Database management
· Yardi software
· Microsoft Office applications
· Time management
· Verbal communication
· Problem resolution
· Customer interaction
· Conflict resolution
Education
Bachelor of Science: Behavior & Social Science 
North Carolina Central University
Durham, NC • 05/2026
· Omega Nu Lambda National Honor Society, 2021
· Cum Laude, 2026
Certificate of Completion: Accounting 
ECPI University
Raleigh, NC • 08/1996
Diploma 
J.F. Webb High School
Oxford, NC • 06/1994
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