


















 

 

Imani Ortiz 

PROFILE 

Admin manager with 5 years’ experience in recruitment, administrative duties, report production via 

MSO, claim investigation, collections, oversees staff operations, evaluations, training and 

assessment curation.  

Professional Journalist with 6 years+ experience in interviewing, digital marketing, social media, 

branding, media consultation, workshops, hosting and mentorship. 

Small business owner with 5 years’ experience in marketing, website management, graphic design 

via Adobe and Canva, sales, accounting, business development, and financial administration. 

EXPERIENCE 

Adminatrative Specialist Senior, City Of Milwaukee; Milwaukee, WI—2024-Present  

Executive Assistant to Director of Administration and Chief Equity Officer. Manages and directs the 

administrative support, and workflow functions of the offices, including balancing credit card and 

expense flow reporting.Completes a broad variety of confidential administrative tasks including: 

Assisting with special projects, Designing and producing complex documents, reports and 

presentations. Collecting and preparing information for meetings with staff and outside parties. 

Composing and preparing correspondence, proof reading and editing and maintaining files. Perform 

and support management in human resources functions. Handling travel arrangements and travel 

reimbursement processes. Facilitating orientation of new hires for the Administration Director and 

Chief Equity Officer. Processing all fiscal documents for the division. Manages departmental records 

pursuant to the City’s records retention schedule. Coordinates the maintenance of computer and 

communication equipment, including desktops, laptops, and cell phones. Uses FMIS to manage 

funds and budgets, including accounts payable and receivable. Coordinates carryover requests and 

monitor accounts; process contracts, fund transfers, invoices and requisitions. 

Operations Program Associate, Milwaukee Secure Detention Facility; Milwaukee, WI –2024-2024  

Responsible for inmate work coordination, inmate movement, interviewing, technical asssistance to 

program providers and treatment specialist, warehouse ordering, processing visitation forms, 

recruiter, creating spreadsheets via excel and photography. 

Leasing Manager, Prairie Management & Development; Milwaukee, WI — 2020-2024 

Responsible for assisting tenants with their needs; renting out storage and rental properties. 

Provides consultation/technical assistance to area manager. Met with prospective candidates to 

determine lease terms, process new hire/tenant paperwork and curating weekly leasing reports and 

occupancy statistics for company budget via excel. Overseeing operations for all staff at designated 

Morgan Ave facility. Approve and review all staff attendance and disciplines. Evaluated and aligned 

work practices, procedures, systems and policies to ensure efficiency. 

Multi-Media Host, CopyWrite Magazine; Milwaukee, WI — 2020-Present 

Extensive research for corresponding projects • Live reporting from various local events in the 

Milwaukee area • Interviewing high profile creators/figures of the Milwaukee area • Responsible for 

social media revamps and/or redesigns • Creating graphics via Adobe Cloud • Promoting traffic to 

company website through efficient marketing • Public Speaking • Organizing large scale community 

events • Creating video projects with original ideas • Recording/Producing/Directing 

interviews/social projects • Mentoring High school Interns • Podcasting • Hosting • Mentorship with 

interns • Communicating complex information verbally and in writing • Facilitating group and 

individual counseling 



 

 

Owner of Tizwax Candles; Milwaukee, WI — 2020—Present 

Tizwax is a candle company that specializes in handmade coconut soy wax candles. I am the sole 

employee of this company which leaves me to manage and account for all socials, accounting, 

bookkeeping, inventory, promotions, branding, marketing and more. 

EDUCATION 

University of Wisconsin, Milwaukee — Bachelors of Letters and Science, Communications 

Member, Alpha Kappa Alpha Sorority Inc; Milwaukee, WI — 2019-Present 

National Panhellenic Council Chairman 2025-26, Center of Excellence: School of Local 

Leadership 2025-26, Center of Excellence: School of Regional Leadership 2025-26, 2025 

Pauline Redmond Coggs Foundation Cotillion Advisor/Mentor 

HR Professional Member, SHRM; 2025-2026 

Additional Trainings: Thinking for a Change, Epictetus, MATC Workforce Solutions: Management 

Essentials, Leadership, Change Management, and Effective Communication. 
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