NAOMI A. RABEEYA
(215) 582-3987 @ nrabeeya@gmail.com

SKILLS

* Initiating and managing projects to improve administration, outreach and general operations

* Fostering communication and building relationships among diverse groups, departments, and organizations
= Adaptability, critical thinking, multitasking and problem solving

= Developing boatd relations and governance

L]

Writing and editing endowment reports, donor correspondence, marketing material, and website content

= Proficiency in Microsoft Office 365 including Word, Excel, PowerPoint, Outlook and SharePoint, Raiser’s Edge,
NationBuilder database and online giving platforms, database searches, Google Suite, content management systems,
Abila MIP Fund Accounting, Doodle, Slack and social media

»  Fluency in reading, writing, speaking and typing Hebrew

PROFESSIONAL EXPERIENCE

Hebrew Union College — Jewish Institute of Religion October 2017-Present
Senior Manager of Donor Stewardship April 2022-Present

¢ Launch and implement streamlined reporting systems for endowed and restricted scholarships across the campuses
o Organize departments to schedule collection of financial information, student biographies and donor reports
o  Write, design and edit donor stewardship packets including cover letters and student iiographies
o Coordinate the student “thank you” note process
o Develop and supervise the Institutional Advancement Intern to create individualized scholarship videos
o Update the scholarship records in Raiser’s Edge across the campuses

Write or facilitate endowment reports for major endowments on a yeatly basis

Organize and research donors and donations and run meetings to promote prompt and individualized stewardship
Write templates and generate presidential “thank you” notes for high level donors

Create and streamline holiday stewardship across the three United States based campuses

Translate and writing documents in English and Hebrew.

Serve as the Institutional Advancement Representative to the Office of Student Services

Donor Stewardship Manager October 2019-April 2022

Design stewardship plan for the Institutional Advancement department
e Create and implement streamlined reporting system for endowed and restricted scholarships across the campuses

o Build an online form with input across departments for student biography information and “thank you” notes

e Write holiday toolkits for frontline staff

Development Associate and Business Manager for Institutional Advancement October 2017-March 2020

e Manage the scholarship records for endowed and restricted scholarship funds across the campuses
Manage }S)re—ap%rovals, expense reports, payments, donations, check requests and staff travel pre-approvals
o Streamline exl%ense reporting and l})usiness processes by creating guidelines and instructions
o Run Abila MIP Fund reports and meet with budget managers to ensure budgets are accurate and on target
o Serve as the department liaison to the National Business (%fﬁce

e Provide administrative support for the Vice President for Institutional Advancement and Chief Engagement Officer

o Draft correspondence and meeting agendas, and organize meeting for the Institutional Advancement Team
o Support the President’s Rabbinic Council by writing and sending email blasts, scheduling and managing
meeting attendance

Jewish Federations of North America / United Israel Appeal March 2014-May 2017

Administrative Associate to the Executive of Special Projects

e Composed and edited correspondence, registration forms, social media, marketing materials and PowerPoint
presentations

e Translated legal and organization-pertinent materials to and from Hebrew
¢ Organized monthly board meetings and facilitated webinars
e Coordinated payments among constituents, finance and travel departments, and partner organizations

Weitz & Luxenberg P.C. November 2010-March 2013

Medjcal Paralegal
e Liaised and facilitated communication between the litigation and medical departments
e Contacted clients to check on their condition and update the firm's records of their medical providers
e  Ordered medical records and kept documentation of these requests in paper and electronic formats



NAOMI A. RABEEYA
(215) 582-3987 @ nrabeeya@gmail.com

Voices Fellowship April-August 2013
Fellow

Participated in an initiative by four nonprofits: the American Zionist Movement, Ameinu, Bina and the World Zionist
Organization, to discuss ways in Israel and Jewish culture are connected to social justice, human rights and democracy

Worked with other fellows to promote future iterations of the fellowship and develop other outreach endeavors to
engage the American Jewish community in open dialogue about Israel

Arthur Ashe Institute for Urban Health September 2010-May 2011
Consultant

Consulted for a nonprofit organization as a member of a five-person team for a graduate school thesis project
Conducted research, interviews and produced a final report, presentation and literature review on barriers to
community reentry faced by formerly incarcerated individuals in the Bedford-Stuyvesant neighborhood of Brooklyn

R.A. Rapaport Publishing Inc. July 2007-Aptil 2009

Circulation Assistant

Strategically planned direct mail marketing campaigns for books and magazines for a consumer health publisher
o Worﬁed with and completed documentation for subscriber list brokers and fulfillment companies
o Proofread direct mail packages
o Generated reports to track the progress of each campaign
Completed documentation to sell magazines through other agencies
o Researched and coordinated with other companies for website content sharing, link exchanges and net name
sponsored subscriptions

ADVOCACY AND OTHER VOLUNTARY EXPERIENCE

Kings County Democratic Committee
Elected Party Position September 2018-present

Campaigned and canvassed for self and other political candidates

Participate in bi-yearly meetings and informing constituents of issues relevant to the district through written
correspondence and door to door visits

South Central Brooklyn United for Progress
Excecutive Committee Member and Founding Member November 2016-present
Engage in membership outreach and retention through written correspondence and NationBuilder database

Organize special projects including a coat drive and food drive for a local school, post carding for progressive
politicians or for progressive laws

Co-author rules for governance and code of conduct

Conduct independent and collective research in terms of demographics, voting trends and priority issues
Interview politicians to learn their perspectives on their districts and to advocate for issues

Co-organize and lead general meetings, executive committee meetings, and special events (in-person and online)
Write social media posts pertaining to social issues, events, holidays

Kol Zimrah July 2009-September 2013

Steering Committee Member of Non-denominational Jewish Community
Scheduled board meetings, compiled agendas prior to board meetings

Recruited and trained new board members
Arranged service and volunteer opportunities for the community

EDUCATION

New York University — Wagner Graduate School of Public Service
Master of Public Administration in Public and Nonprofit Management and Policy

Brandeis University
Bachelor of Arts in Anthropology and Sociology, Minor in Near Eastern and Judaic Studies
Magna Cum Laude, Phi Beta Kappa



