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I am a self-starter, leader, project management focused, and goal-oriented individual. I am interested in 
a career that allows me to utilize my knowledge of business process improvement and organizational 
development and change management expertise; to generate and develop innovative solutions in the 
workplace.  

EDUCATION 

Bachelor of Business Management, Master of Business Administration, Ed.D Doctoral Candidate–2021 

PROFESSIONAL EXPERIENCE 

2006 - PRESENT 

ASSOCIATE GOVERNMENT PROGRAM ANALYST 

 Participate in and lead statewide workshops, conferences, and exhibits, to educate and inform
potential Small Business/Disabled Veteran Business Enterprises (SB/DVBE) on how to do
business with the state

 Lead, plan, organize and facilitate customer forums for state and local government to maintain
effective communication on department policies, and state contracting changes

 Contract management provide oversight and recommendations for interagency agreements
with various state departments

 Develop statements of work and or scope of work for outreach procurements in addition to,
contract management

 Serve as the Small Business Advocate on behalf of the department to provide quality customer
service to the supplier community, resource and community partners and key stakeholders

 Manage the Business Outreach strategic partners budget of approximately $300,000
 Plan, coordinate, and work with the state, city, county, municipalities, and non-profit

organizations, Chambers and partners to conduct small business outreach events, workshops,
and throughout California

 Facilitate the DGS SB Advisory Council
 Project lead for process improvement policy and procedures
 Analyze legislation, department policy, and program changes that impact the state stakeholders

and the SB/DVBE supplier community
 Developed a state department training plan for state departments to assist departments with

meeting their SB/DVBE contract goals and wrote the statement of work for an e-learning tool

2009 -2013 

ADMINISTRATIVE ASSISTANT/REALTOR/CONSULTANT 

 Performed accounts receivable and accounts payable for Real Estate Owned (REO) Accounts for
property maintenance for REO accounts held by Code 3

 Coordinated trash outs and property maintenance for REO accounts for Code 3, worked with
contracted vendors for services and repairs for assigned properties

 Wrote and developed a desk manual for Code 3 procedures, for real estate agents, transaction
coordinator, and support staff

 Completed Broker Price Opinions and analysis for government service entities, such as Fannie
Mae, Freddie Mac, Cal-Housing and Finance Agency, and their approved servicers

mailto:Tonia.burgess@dgs.ca.gov


TONIA M. BURGESS 
(916) 704-6575 

Tonia.burgess@dgs.ca.gov 

 Negotiated sales contracts for the purchase and sale of residential property, worked with
lenders, and title companies to ensure the buyer and seller met all aspect of the contract

 Prepared and negotiated relocation assistance with tenants, and property owners with
impending foreclosure's

 Worked as co-agent or Realtor on the list/buy-side for short-sale transactions and traditional
sales

 Conducted, facilitated and presented information at Code 3 at buyer’s workshops, and meetings
with prospective lenders and new home buyers

 Developed a business model to guide the broker through fundamental changes to correct
deficiencies, and set goals to improve businesses processes within the office that affected
internal and external stakeholders

LEADERSHIP STRENGTHS 

My leadership strengths are to encourage, empower, and collaborate with others to accomplish 
organizational goals. Two of my core strengths are strategic planning and business management. I 
use these strengths to forecast future outcomes for goals, objectives, and departmental plans. A 
second strength that I have is identifying untapped potential in others; when I discover strengths in 
others, I will encourage, empower and support them in stepping outside of what is comfortable to 
take on new challenges. Lastly, I understand the value of collaboration; therefore, I am willing to 
share my knowledge, experiences, and expertise with others to produce quality outcomes that 
improve internal and external processes. 

PERSONAL STRENGTHS AND ATTRIBUTES 

Individual strengths that I believe in are honesty, accountability, and responsiveness. I use these 
strengths to be effective in how I communicate and interact with others. I exercise accountability 
because, without it, no one assumes responsibility for decisions made, whether good or bad; I take 
ownership of the task assigned to me. Also, I believe it is a good practice to respond to others both 
personally and professionally to provide feedback that provides information or resources to resolve 
issues. Additionally, I appreciate it when others are responsive to me, so I, in turn, believe it's a good 
practice to employ personally. 

Key attributes that I possess are thoroughness, timeliness, and I am a self-starter. These key attributes 
are personal characteristics that help me to perform well on the job and in life. 

SPECIAL PROJECTS, TRAINING & EDUCATION 

 Project lead for Senate Bill 605- The introduction of a new certification for public works
 Development of a strategic plan – NxtGov
 2017-Cohort member collaborated to form an Alumni Association for graduates of the

California Innovation Playbook for Government Change Agents (CAL-IPGCA)
 7-Habits for Highly Effective People
 Advanced Microsoft/Excel
 Project Management
 Contract Administration
 Customer Service
 Business Management
 Marketing
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