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Chief Financial Officer, August 2005 – August 2006 
Second Harvest Food Bank, New Orleans, LA 

 Served as chief finance/operations officer for a not-for-profit food distribution organization. 
 Oversaw administrative functions including accounting, budgeting, inventory management, 

human resources, payroll, and information technology. 
 Developed policies and procedures for organization on an ongoing basis. 
 Managed all fiscal functions of the organization including financial statement preparation, auditor 

relations and cash flow management. 
 Developed and managed an annual operating budget of $10 Million. 
 Met with several board sub-committees on a monthly basis. 
 Reported to full charter school board of directors on a monthly basis. 
 Reported to grant funding foundations and governmental agencies as required by funders.  
 Coordinated all activities related to Federal, state, local and foundation grants. 
 Directly supervised a staff of 15 individuals. 
 Represented the organization on a variety of fiscal and administrative issues with local, state, 

federal and other outside agencies.  
 

  
Dean of Finance & Administration, June 2003 – August 2005 
Louisiana Technical College – Greater New Orleans Area District 

 Administered and developed a budget in excess of $50 Million for a 5-campus district. 
 Advised the District Vice-Chancellor & Provost regarding fiscal and budgetary matters.  
 Directly supervised the Director of Human Resource, Director of Accounting, Director of Grants 

& Contracts and the Director of Facilities & Safety.  
 Developed and maintained the college's administrative operating procedures.  
 Prepared regular financial and administrative reports for college planning and decision-making.  
 Represented the college on a variety of fiscal and administrative issues with the district office 

and outside agencies.  
 Responsible for all fiscal, administrative and facility-related activities for 5-Campus District 

Southeastern Louisiana. 
 Served as 2nd in Charge in a 5-campus district. 

  
Associate Comptroller  
For Budget, Financial Analysis and Grants & Contracts, September 2002 – June 2003 
Louisiana Technical College – Greater New Orleans Area District 

 Supervised staff of Grant Coordinators and Accountants. 
 Managed over $10 Million in Grant Funding. 
 Kept District Dean of Finance and Administration informed and advised of financial status. 
 Monitored all expenditures related to grants and or contracts for authorized expenditure. 
 Made appropriate budget adjustments as needed keeping District Dean of Finance and 

Administration informed and advised of financial status and condition of all grants and contracts. 
 Ensured reimbursements/payments are requested from appropriate agencies on a timely basis. 
 Ensured financial management of grants and contracts and adherence to grant and or contract 

stipulations. 
 Performed accounting functions related to all grants and or contracts.  

 
People Soft Budget Analyst, September 2001 - September 2002 
University of New Orleans; New Orleans, LA 

 Monitored General Fund’s Budget for overspending. 
 Made budget adjustments to transfer funds to under funded budget accounts. 
 Analyzed Personnel Action Forms with PeopleSoft Human Resources Module. 
 Analyzed General Fund’s Budget within the PeopleSoft Financials Module. 
 Developed and maintained Financial Services Department Web Site. 
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Staff Accountant, November 1999 – September 2001 
Malcolm M. Dienes & Company; New Orleans, LA 

 Audited financial statements of wholesalers, manufactures and retailers. 
 Prepared financial statements with full footnote disclosures. 
 Issued recommendations to improve internal controls. 
 Prepared Individual and Business Tax Returns. 
 Researched current tax issues. 

 
Tax Development Specialist, July 1996 – November 1999 
Tax & Accounting Software Corporation; Tulsa, OK 

 Quality Assurance testing of state tax programs. 
 Debugged DOS and Windows-based tax programs. 
 Implemented software enhancements in accordance with state laws and user requests. 
 Worked with programmers to fix theoretical and cosmetic bugs. 
 Supported nationally used tax software – “The Professional Tax System” 

NON-
PROFIT/CIVIC 
ENGAGEMENT 

 
Founder & Executive Director, May 2013 – Present 
Spottswood Community Development Corporation, Inc., Metairie, LA 

 Serves as chief executive officer for a grass roots non-profit agency whose mission is to enrich 
the lives of Americans by providing quality community development and economic development 
initiatives. 

 Ensures ongoing programmatic excellence, rigorous program evaluation, and consistent quality 
of finance and administration, fundraising, communications, and systems. 

 Actively engages and energizes volunteers, board members, event committees, alumni, 
partnering organizations, and funders. 

 Develops, maintains, and supports a strong Board of Directors; serve as ex-officio of each 
committee; seek and build board involvement with strategic direction. 

 Expands revenue generating and fundraising activities to support existing program operations. 
 
EDUCATION: 

 
Master of Business Administration (MBA), May 2003 
University of New Orleans, New Orleans, LA. 
 
Bachelor of Science in Accounting, July 1996, 
Pittsburg State University, Pittsburg, KS. 

COMPUTER/ 
SOFTWARE 
SKILLS: 

 
Micro Soft Office Suite – Word, Excel, Access, Outlook, FrontPage, Project, Power Point 
People Soft – Financial Module, Human Resources Module, Query, Crystal Reports, NVision Reports 
Accounting Systems – Black Baud’s Financial Edge, MAS90, Great Plains, Peachtree, QuickBooks, 
Intuit 
Other – HTML, Graphics Program, Tax Preparation Software, Black Baud’s Raiser’s Edge Software 

 
PROFESSIONAL 
REFERENCES: 

 
 Dr. Toya Barnes-Teamer, Vice President for Student Success, Dillard University, 1555 Poydras 

Street, 12th Floor - New Orleans, LA 70112, Phone: (504) 939-3029 
 Sean Favre, MBA, CPA, Chief Financial Officer, Martin Luther King Charter School, 1617 Caffin 

Avenue, New Orleans, LA 70117, Phone: (504) 940-2243 
 Tiffany Gilmore-Soublet, Associate Comptroller, University of New Orleans, 2000 Lakeshore 

Drive, New Orleans, LA 70148, (504) 280-6000 
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TRACEY SMITH 
                               

          
 

ASSOCIATE DIRECTOR OF FINANCE & OPERATIONS 
 An effective leader with 9 years of experience managing all aspects of human resources and payroll, supporting 

the staff accountant and CFO, and providing meaningful financial analysis.  
 A motivated achiever with demonstrable ability to meet deadlines and achieve organizational goals. 
 A lifelong learner that is constantly seeking to expand my knowledge base and skill set. 
 One of the leaders of a department responsible for 9 consecutive years of financial audits with no findings. 

CRITICAL COMPETENCIES 
o Excellent verbal and written communication skills. 
o Advanced ability to utilize Excel for financial analysis and reporting. 
o Able to provide effective strategic, financial, and human resources planning and implement processes to reach 

goals set by key stakeholders. 
o Expert knowledge of Human Resources and Payroll operations and accounting practices in charter schools. 
o Working knowledge of overall operations of charter schools including transportation, food service, I/T, and 

Student Information Systems. 
o Expert user of various types of business software including ADP Portal, Blackbaud, EGMS, OSRAP, and web portals 

of several different benefit providers. 

PROFESSIONAL EXPERIENCE 
 
Choice Foundation New Orleans, LA                July 2012-present 
Associate Director of Finance & Operations 
 
Responsibilities 

 Supervising a team that performs all human resources and payroll functions for approximately 290 employees 
that provide services to over 1,500 students across multiple locations. 

 Researching and monitoring the organization wide budget of over $20 million annually and meeting regularly 
with the Director of Finance and Operations to adjust the budget as necessary. 

 Providing technical training to peers to help the department operate more efficiently. 

 Analyzing monthly department budget reports to maintain expenditure controls. 

 Preparing required state and federal financial reports including AFR, quarterly budget reports and audit 
schedules using GAAP and the LAUGH guide. 

 Presenting reports weekly reports on human resources, payroll and budgeting departments to the 
leadership team.  

 Working as part of the management team that is responsible for the preparation of all documentation 
and reporting for the mandated annual financial audit. 

 Drafting all payroll and human resources policies and ensuring that all processes are compliant with 
state and federal regulations including Family Medical Leave Act, Affordable Care Act and Workman’s 
Compensation. 

 Managing the grant invoicing process and accounting duties related to grants. 
 

 Accomplishments 
 Prepared the Annual Financial Report for 4 years and received an Excellent Rating every year. 
 Achieved Certified Ethics Trainer Designation and can provide Ethics Training required for all charter 

school employees. 
 Implemented new technology and increased the use of existing technology to remedy inefficiencies 

across the payroll, human resources and accounting departments.    
 
 



 

 

Choice Foundation New Orleans, LA 
Director of Human Resources & Payroll               July 2011-June 2012  
Human Resources and Payroll Coordinator         January 2008-June 2011 
 
Responsibilities 

 Directing the contracting and administration of employee health and welfare benefit programs to include 
retirement, medical, dental, vision, life, and disability plans for eligible personnel. 

 Planning, organizing, and administering the organization’s payroll department operations for a bi‐weekly payroll 
for 100 to 150 employees totaling $8 million annually; coordinating payroll activities with other departments and 
communicating with a variety of offices to ensure accuracy and completion; ensuring adherence to established 
schedules for accurate and timely data entry; administering a program of authorized and approved payroll 
deductions for mandatory and voluntary payments, to include wage garnishments and over/under payments of 
wages. Later, providing continuous training and oversight of these functions and the new payroll coordinator. 

 Requesting federal and state grant funding and ensuring that over $1.5 million annually in grant funds are 
allocated to appropriate expenses. Providing all documentation related to payroll and benefits for auditors. 

 Implementing new time and attendance software. 

 Implementing and managing a defined contribution plan to replace TRSL. 

 Staying informed about changes to HR and payroll laws and working with company officers to ensure 
compliance.   

 Performing all human resource functions and managing all employee benefits for 100 to 150 employees. Later, 
providing continuous training and oversight of these functions and the new human resources coordinator. 

 Processing of all TRSL contributions and completing annual audit of return to work retirees. 

Accomplishments 

 Mastered the process of grants billing and accounting. 

 Drafted written Best Practices and corresponding training manuals for Human Resources and Payroll 
departments. 

 Promoted to company leadership and placed in charge of Director of Human Resources and Director of 
Payroll. 

 
Louisiana Citizens Property Insurance Corporation           July 2005‐May 2007 

Administrative Assistant 
 

 Creating analytical catastrophe reports including number of damage claims and dollar amounts of claims; 
invoicing and payment processing. 

 
VLP Corporate Services LLC                       January 2004‐May 2005 

Executive Assistant to the CEO 

 
 Administering employee benefits plans including 401(k) plans & flexible spending accounts on behalf of 

employers  

 Selecting investment options for various types of retirement plans. 

 Payroll processing and submitting payroll tax payments on behalf of employers 
 

Main accomplishments 

 Created a portfolio of performance reports based on independent research used to select investment 
choices for proprietary target funds. 

EDUCATION 

Bachelor of Science, Finance, University of New Orleans, New Orleans, LA 
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Kendrick D. Miller                                            
                                                     

 
 
Dillard University, New Orleans, LA               June 2008- January 2009 

   Senior Grant and Gift Accountant, Office of Business and Finance                
 Provide fiscal management of grants, gifts, and endowments. • Account reconciliation, 

preparation and entry of journal entries. • Obtain reimbursement for federal and restricted fund 
expenses. • Production and submission of reports internally and to federal, state, and private 
entities in accordance with grant requirements. • Research and respond to expenditure/revenue 
inquiries as needed. • Establish account numbers. • Preparation of federal, restricted and private 
contributions audit schedules. 
 
 
Dillard University, New Orleans, LA                  March 2006-May 2008 

 Sr. Accountant 

                                            Provide accounting support and assistance for Accounts Receivable, Perkins and Nursing Loan 
functions • analyzing and recording revenue and expenditure transactions within the multi-fund 
system of accounting encompassing current funds, unrestricted and restricted, student loan funds, 
endowment funds, plant funds, and agency funds • revitalized the bank reconciliation system • 
responsible for the reimbursement of Title III funding 
 
Methodist Home for Children, New Orleans, LA                             April 2004-Febuary 2006 
Director of Accounting  

 Supervised all functions in the accounting department which included monitoring the general 
ledger • analysis of financial statements • making recommendations that would impact the 
agency • review of payroll records • Provided daily cash balances to the CEO • Prepared monthly 
close-out reports • Assist the agency’s auditors in preparing the annual audit • performed all bank 
reconciliations • Prepared and maintained an annual budget of over three million dollars • 
Applies analytical and evaluation techniques in the resolution of budget problems and workflow 
• Knowledge of and skill to work in applying standard or common principles, practices and 
methods of programming and managing funds and of formulating, defending, and monitoring 
execution of an annual operating budget . 

 
Dillard University, New Orleans, LA                                                  August 1999-April 2004 
Jr. Accountant / Asst. Cashier 

                                            Prepare monthly and daily journal entries • Audit monthly student receivables • Created excel 
spreadsheets to aid in assessment of student fees. Review and correct accounting entries on 
student accounts • Build data base queries on the AS/400 system • Reconcile the restricted 
account • Contributed in achieving a 50% decrease in student receivables • Prepared invoice 
statements for third party vendors • Reconcile and manage NSF Checks • Provide assistance to 
co-workers in various disciplines. • Developed step-by-step procedures to aid in general ledger 
account changes    
  

 

EDUCATION 

Master of Business Administration – University of Phoenix, June 2008 
 
Bachelor of Science – Accounting – Grambling State University, July 1999 
 
CPA Candidate – Becker CPA Review 

 

REFERENCES 

Available upon request           
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