




Relevant Experience (cont.)  

State of Texas 

House of Representatives – House District 79 District Director 

January 2021 – February 2024 

 

• Forecast and maintain the department budget and reconcile all accounts 

• Research, compile, analyze, and validate data as needed 

• Exercise authority to hire and separate, schedule, and delegate duties to district 79 office staff 

• Respond to all requests for information, both through FOIA and media as needed and remain up to date on FOIA and Ethics 

Training 

• Constituent assistance with various state related matters including, but not limited to DMV, TWC, and State Licensing 

• Maintain Confidentiality 

 

City Of El Paso 

Legislative Aide/Chief of Staff - Mayor Pro Tempore– City Council District 6  

September 2014 – 2020 

 

• Forecast and maintain the department budget and reconcile all accounts 

• Review all 380 (tax abatement) agreements as they entered the council floor 

• Review all purchasing agreements as they went to the consent agenda for any possible unintended consequences or conflicts 

of interest 

• Research, compile, analyze, and validate data as needed 

• Create, interpret, and/or execute policy for the City of El Paso as it pertains to the greater El Paso area whether it be federally, 

state, or municipally implemented 

• Meet with department directors and prepare briefing documents regarding upcoming changes to policy, ordinances, zoning, 

or any other information as needed 

• Exercise authority to hire and separate, schedule, and delegate duties to district 6 office staff 

• Prepare all aspects of travel for the department 

• Meet with vendors, stakeholders, city managers, directors regularly in good faith representing the district 

• Prepare all correspondence from the district to include, but not limited to, Facebook posts, Instagram posts, newsletters, 

postcards, flyers, media reports, press releases, digital infographics, and all presentations needed for community meetings to 

disperse information regarding policy, zoning, or relative initiatives. 

• Constituent Outreach to keep neighborhoods engaged and informed with session information 

• Neighborhood Association Outreach and appreciation 

• Constituent assistance with various city related matters to include, but not limited to potholes, parks, weeds, or finding the 

proper state, county, or federal channels 

• Conduct media scanning several times a day to ensure district is abreast of all situations regarding the district and the City of 

El Paso 

• Plan, execute, and oversee departmental district events 

• Respond to all requests for information, both through FOIA and media as needed 

• Remain up to date on FOIA and Ethics Training 

• Maintain confidentiality 

 

University of Texas El Paso 

Purchasing Department - Administrative Services Coordinator  

May 2012 – August 2014 

 
• Compile, analyze, and validate data as needed 

• Review Purchase Orders and Contracts as needed 

• Reconcile department cards and accounts 



• Train department on new processes as PeopleSoft was slowly implemented 

• Perform vendor data conversion and validation 

• Manage department payroll and leave requests 

• Maintain calendar and manage access to the Associate VP of Purchasing 

• Prepare all aspects of travel for the department 

• Plan and oversee departmental events, which include fairs, site visits (from UT Alliance and to outside vendor sites), and the 

annual retreat 

• Remain up to date on FOIA, FERPA, and Ethics Training 

• Maintain confidentiality 




