
Sparkle Durio 

Sacramento, CA (Remote) | (916) 856-2568 | sdurio5652@gmail.com | linkedin.com/in/sparkledurio | sdurio.github.io 

Executive Business Partner & Business Operations | Chief of Staff Track 
Workflow Automation | Remote-First 

SUMMARY  

Operations partner who builds the systems that let executives move faster. 12+ years running executive operations, board 

governance, and vendor operations for CEOs, COOs, and a $5M multi-county grant program, including cutting a 30-day compliance 

cycle to 5 days. Fluent in the remote-first stack and AI tools for daily operations. 

SELECTED IMPACT  

• Cut compliance cycle time 83% (30 days to 5) by automating a manual review workflow 

• Reclaimed 130+ executive hours a year with automated briefings, decision memos, and calendar strategy 

• Lifted partner compliance 50% across a $5M, 13-county grant program through proactive communication 

KEY SKILLS  

Executive Operations: Strategic business partnering, operating cadence, decision tracking, executive briefings, board operations, 

stakeholder alignment 

Business Operations: Workflow automation, process mapping, SOPs and documentation, audit readiness, compliance workflows, 

vendor operations, procurement lifecycle 

Data & Reporting: Dashboards, data analysis, quality control, budget tracking, reconciliation, systems migration 

Tools: Slack, Notion, Airtable, Asana, Monday.com, Salesforce, Power BI, Google Workspace, Microsoft 365, SharePoint, DocuSign, 

Zoom 

AI: Claude, ChatGPT, prompt design for summaries, briefings, and SOP drafts 

PROJECTS & VOLUNTEER LEADERSHIP  

Operations Systems Portfolio | sdurio.github.io | 2026 

• Published 4 case studies breaking down past systems by challenge, intervention, and measurable impact 

• Designed an operating cadence framework for leadership teams, including templates for executive briefs, decision logs, 

meeting prep, and follow-through 

• Recorded an async video walkthrough of a training certification workflow I rebuilt, cutting delivery from 30 days to 5 

Internal Audit Committee Member | TNBA | 2023 to Present 

• Audit 4 to 6 assigned financial accounts per review, including regional and junior regional tournament accounts, a corporate 

credit card, and office expenses 

• Identified 6 discrepancies to date and resolved 4, matching purchases to accounts and reconciling outstanding items 

Tournament Operations Co-Lead | Community Bowling Tournaments | 2023 to Present 

• Co-ran 3 tournaments of 10 to 50 bowlers, partnering with a different organizing team each time 

• Built Google Sheets systems for team formation, handicap calculation, and brackets, plus a side pot calculator that awards 

up to 4 places based on participation 

•  Delivered payouts within 15 minutes of the final score, with zero disputes across all events 



 

EXPERIENCE  

Business Operations Coordinator  

eRepublic (GovTech media & research) | Oct 2025 to Jan 2026 | Contract · Remote 

• Ran meeting operations for 4 concurrent client engagements on a fully distributed team I never met in person, logging 

every action item in Salesforce so nothing fell through between calls 

• Managed timelines, documentation, and webinar logistics across 10 projects, keeping deliverables on schedule 

• Maintained vendor and award records in procurement databases, publishing award notices on deadline 

Grant Program Operations Coordinator 

Judicial Council of California | Apr 2025 to Oct 2025 | Contract · Hybrid 

• Automated a manual compliance workflow with templated spreadsheets and mail merge, cutting cycle time from 30 days 

to 5 (83%) 

• Ran operations for a $5M grant program spanning 13 counties, coordinating partners entirely through remote channels and 

lifting compliance rates 50% 

• Built a tracking system for 15+ partner agreements and their regulatory requirements, reducing errors 10% 

• Wrote a 15-process transition manual and checklist for an incoming director, structured as a 60 to 90 day onboarding path 

and approved by program leadership 

Senior Executive Operations Partner to CEO & COO (Senior Executive Assistant)  

NAMI California | Dec 2022 to Sep 2024 · Hybrid 

• Owned executive operations for the CEO and COO, reclaiming 130+ hours a year with automated briefings, decision 

memos, and priority-aligned scheduling 

• Ran board operations with written decision trackers and automated reminders, hitting 100% quorum and speeding up 

decision cycles 

• Selected and approved vendors on my own authority for executive retreats, conferences, and board meetings, saving $6K+ 

a year 

• Built decision-tracking systems so leadership had the right materials and updates before every key conversation 

Executive & Board Operations Lead (Executive Assistant) 
Umoja Community Education Foundation | Aug 2021 to Nov 2022 · Hybrid 

• Selected and rolled out a cloud-based project management system that cut cross-team delays 35% and gave leadership 

real-time visibility across five projects without status meetings 

• Set a one-week-early delivery standard, getting 100% of board and stakeholder materials out ahead of deadline 

• Owned leadership and board scheduling, achieving 95%+ on-time meeting starts through proactive planning and 

contingency plans 

Program Operations Analyst (2015 to 2021) | Procurement & Contracts Analyst (2013 to 2015) 

California Department of Corrections & Rehabilitation | Oct 2013 to Jan 2021 · In-person, remote from 2020 

• Built a procurement calculator for 1,300+ annual transactions that applied DVBE and small business preferences to award 

pricing, restoring preference compliance, cutting processing time 30%, and becoming the audit record for the awarding 

structure 

• Managed audit-ready records for $5M+ in purchasing, preventing $75K+ in annual misallocations and reducing audit error 

rates 65% 

• Migrated 3,000+ paper records into a centralized digital system, speeding retrieval 40% and cutting misfiles 75% 

EDUCATION  

BS, Business Administration (International Business & Logistics) | California Maritime Academy 
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