
Sophia M. Di Vincenzo 
sophiedivinn@gmail.com   -   +1 (912) 659-5606   

Solution-oriented analyst with experience evaluating complex data, assessing information, and communicating findings to stakeholders. Background in financial services and data-driven decision-making, with a proficiency in CRM systems, data reporting, and regulatory documentation. 

Education 
American University, Washington DC, May 2024
GPA 3.8, cum laude
Major: Political Science
Minor: Psychology 

Experience 
      Sunflower Services PBC (Formerly Arabella Advisors), Washington, D.C.         October 2024- Present
      Business Operations Associate 
· Conducts data analysis on capacity and forecasting metrics, identifying risk patterns to inform leadership decisions.
· Supports strategic process improvement initiatives, contributing to system enhancements, policy implementation, and development of processes and workflows.
· Manages cross functional stakeholder engagement, providing data-driven staffing insights, providing official communications, and organizational planning.
· Manages structured data across enterprise platforms (Salesforce, NetSuite), ensuring accuracy of records used in operational reporting.
· Authors board meeting appendices and quarterly leadership presentations, translating complex data into clear executive summaries for board review and grant approval.

House Of Commons, Parliament, London, England         			September - December 2023
Intern for Julie Elliott, Member of Parliament
· Authored news editorials for local media, effectively communicating the MP’s stance on key issues.
· Demonstrated strong organizational and multitasking skills in a fast-paced environment.
· Conducted thorough research on legislative topics.
· Assist constituents through written and verbal communications.

Fiduciary EDGE Advisors, Savannah, Georgia                     			July 2020- March 2022
Research Assistant
· Researched and processed trademark applications and renewals, ensuring regulatory compliance and maintaining accurate documentation. 
· Developed working knowledge of insurance products and financial planning concepts.
· Conducted financial analysis for clients.
· Partnered with an advisor to streamline client service workflows, reducing turnaround time on client requests and improving overall service.
· Managed high-volume client scheduling and calendar coordination for the President & CEO.

Technical Skills 
· R, Stata, CRM Systems; Salesforce, PSA, Manifest, ERP; NetSuite, OpenAir; Power BI
· MS Office Suit, Excel Microsoft Training Course Certification, Azure Services, SharePoint, Adobe, Adobe Illustrator
· Certificates: Basics of Grant Applications, Mastering Verbal Communication, Documenting & Organizing Research & Writing

Community Service 
International Friends of Animals in Developing Countries, Board Member. 	December 2023- Present
· Developing and implementing a fundraising strategy to raise over ~50,000 dollars.
· Developing a marketing and social media plan to educate the population of Pristina and Mitrovica, Kosovo on benefits of and requirements of responsible pet ownership.






