
TAWANA L. CARTER
            850-509-7260 | tawanacarterfl@comcast.net | linkedin.com/in/Tawana-carter78559130 

PROFESSIONAL SUMMARY 
Experienced finance and operations professional with a strong background in budget management, financial 
analysis, and regulatory compliance across higher education, public safety, and financial services. Proven ability 
to oversee complex budgets, forecast financial needs, and deliver data-driven recommendations that advance 
organizational goals and ensure fiscal accountability. Skilled at collaborating with executive leadership, 
managing cross-functional priorities, and ensuring compliance with state and federal regulations. Demonstrated 
strengths in process improvement, reporting, and administrative leadership, with a consistent track record of 
supporting institutional effectiveness and operational efficiency. 

AREA OF EXPERTISE 
Budgeting & Forecasting | Financial Analysis | Cost Control | Public Sector Finance | Regulatory Compliance | Financial 
Reporting | Risk Assessment | Process Improvement | Operational Planning | Contract Review & Vendor Coordination | 
Records Management | Policy Development | Executive Support | Data Analysis | Stakeholder Collaboration | Project 
Coordination| Banking | BSA/AML Compliance | Client Experience | Communication | Leadership | Decision Making 

EDUCATION 
• Master’s and Ph.D. in Public Administration | Florida State University, Tallahassee, FL | Expected August 2027 
• Juris Master’s in Financial Regulation and Compliance | Florida College of Law, Tallahassee, FL | August 2020 
• Florida State University Summer Program in Law | University of Oxford, Oxford, England | June 2023 
• Bachelor of Arts in Business Administration | Flagler College, St. Augustine, FL | May 2004 

CAREER HISTORY 
Financial Service Manager| Tallahassee State College| Tallahassee, FL	                                                April 2025 – Present 

• Accounts Payable Management: Oversee invoice processing and vendor payments. 
• Accounts Receivable Management: Manage the billing process and follow up on outstanding balances.  
• Budgeting: Manage departmental budgets, analyze budget variances, and collaborate to align with budget goals. 
• Financial Reporting: Prepare financial reports for internal and external stakeholders. 
• Compliance: Ensure compliance with college policies and government regulations.   

Budget & Cost Analysis Manager/Fiscal Agent | Tallahassee State College | Tallahassee, FL            January 2023 – April 2025 
• Budget & Financial Oversight: Develop, present, and manage annual and quarterly budgets, ensuring alignment 

with institutional goals and fiscal priorities. 
• Strategic Financial Planning: Collaborate with executives, project managers, and cross-functional leadership to 

evaluate budget proposals, forecast financial needs, and perform comparative financial analyses. 
• Risk & Compliance Management: Identify and assess financial and budgetary risks while ensuring adherence to 

state and federal regulatory requirements. 
• Financial Reporting & Analysis: Prepare detailed cost estimates, financial summaries, and recommendations for 

TSC leadership and the FPSI FDLE Regional Committees. 
• Records & Process Management: Maintain accurate financial records, documentation, and reporting systems to 

support audits and ensure operational transparency. 
Office Manager | Tallahassee State College Police Department | Tallahassee, FL                  November 2022 – December 2022  

• Administrative & Operational Support: Provided comprehensive administrative support to the Police 
Department and the Chief of Police, ensuring efficient daily operations. 

• Records & Compliance Oversight: Managed departmental records, oversaw the Records Bureau, and prepared 
documentation for regulatory audits. 

• Office Administration: Provided administrative support and maintained records for the campus police 
department. 

• Financial & Contract Administration: Processed police detail billing, managed departmental budgets, reviewed 
contracts, and coordinated vendor payments. 

• Office & Resource Management: Maintained inventory, procured supplies, and ensured a secure, organized, and 
professional work environment. Assisted in developing internal communications and external marketing materials 
to support sales initiatives and client engagement. 

Client Experience Manager & Banking Officer | Capital City Bank | Tallahassee, FL        November 2021 – September 2022 
• Client Experience Leadership: Led client experience initiatives across retail banking platforms, ensuring service 

excellence and alignment with quarterly performance goals. 
• Stakeholder Communication: Served as the primary point of contact for client experience teams, regional 

leadership, and executive stakeholders. 
• Budget & Vendor Coordination: Managed office budgets and coordinated with vendors and external service 

providers. 
• Compliance & Financial Transactions: Provided Authorized Medallion Signature Guarantees and ensured 

secure processing of U.S. securities transactions.  
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CAREER HISTORY (CONTINUED) 

AML/BSA Case Analyst II | Capital City Bank | Tallahassee, FL        	                                July 2021 – November 2021 
• Regulatory Investigations: Conducted in-depth reviews of suspicious activity involving accounts and loans. 
• Risk Assessment & Monitoring: Assisted in identifying, assessing, and monitoring high-risk accounts for potential money-

laundering activity. 
• Regulatory Documentation & Reporting: Prepared detailed case documentation and escalation summaries to meet 

regulatory reporting requirements, ensuring accuracy, consistency, and audit readiness in compliance with BSA/AML 
standards. 

• Compliance & Reporting: Ensured investigations met internal banking standards and federal regulatory requirements. 
• Cross-Functional Collaboration: Partnered with colleagues to investigate escalations and support enterprise-wide 

compliance initiatives. 
Director of Executive Affairs | Florida Bankers Association | Tallahassee, FL                                     January 2007 – May 2020  

• Executive & Legislative Operations: Managed federal and state legislative events and reporting for high-level stakeholders, 
including government officials and regulatory agencies. 

• Strategic Advisory Support: Conducted research, compiled data, and prepared executive schedules and briefing materials 
for the President & CEO. 

• Relationship & Membership Management: Built and maintained strong relationships with board members and association 
stakeholders to support membership retention. 

• Leadership & Supervision: Supervised staff, delegated responsibilities, supported onboarding and training, and advanced 
organizational performance goals. 

• Process Improvement: Streamlined membership database processes and enhanced internal reporting efficiency. 
Deputy Controller | Florida Bankers Association | Tallahassee, FL                   	                        June 2005 – January 2007 

• Financial Management & Reporting: Oversaw bank reconciliations, reviewed financial statements, and coordinated with 
external auditors. 

• Budget & Vendor Oversight: Managed departmental finances, negotiated vendor contracts, and supported executive 
financial reporting. 

• Financial Oversight & Reporting: Prepared and reviewed internal financial reports, variance analyses, and reconciliations 
to support executive decision-making and ensure accuracy in all financial records. 

• Process Improvement & Internal Controls: Evaluated and strengthened accounting procedures and internal controls to 
enhance efficiency, mitigate risk, and ensure compliance with organizational policies and external audit standards. 

• Staff Collaboration: Collaborated with cross-functional teams to align departmental budgets and financial objectives. 
Accounting Assistant | Florida Bankers Association | Tallahassee, FL                                                         June 2003 – June 2005 

• Financial Operations Support: Prepared financial reports, bank deposits, and reconciliations for general and subsidiary 
accounts. 

• Financial Reporting & Analysis: Assisted in preparing monthly and quarterly financial reports, ensuring accuracy and 
completeness to support management decision-making and organizational oversight. 

• Accounts Support & Reconciliation: Supported accounts payable and receivable functions by reviewing transactions, 
resolving discrepancies, and coordinating with internal departments to ensure timely and accurate financial processing. 

• Revenue & Data Management: Managed statewide banking reports and maintained accurate membership billing records. 
• Financial Controls & Accuracy: Supported internal controls by reviewing transactions for accuracy and compliance, 

identifying discrepancies, and assisting with corrective actions to ensure accurate financial reporting. 
Receptionist | Florida Bankers Association | Tallahassee, FL                                                                      	June 2000 – June 2003 

• Administrative Support: Prepared correspondence, managed communications, and supported executives and staff across 
departments. 

• Office & Cost Management: Maintained office supply inventory and implemented cost-saving initiatives. 
• HR & Event Support: Assisted with HR-related administrative functions and organizational events. 
• Records Management & Administrative Coordination: Maintained organized filing systems, tracked incoming and 

outgoing documents, and facilitated interdepartmental communication to ensure accurate information flow and operational 
efficiency. 

• Executive & Front-Office Support: Served as the first point of contact for members, vendors, and visitors, providing 
professional reception services and supporting executive staff with scheduling, correspondence, and daily administrative 
tasks. 

REFERENCES 
   Available Upon Request  
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