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   Sonja D. Barnett

925 Birdsong Dr

Allen, TX 75013

barnettsd@yahoo.com
469.675.3178

PROFILE

Highly motivated and goal oriented manager with over 15 years of project management and human resources experience. Strong experience in corporate level communications within the U.S. military and Federal Government. Strategic and financial planning expertise under stringent budgetary controls. Participated in the development of program goals at upper level management and possesses expertise in the development of comprehensive organizational policy and operational documentation.  Strong interpersonal skills and the ability to work independently and with others. Holds a Top Secret security clearance.

SUMMARY OF STRENGTHS
	· Strategic Planning   





· Staff Training

· Forecasting/Budgeting

· Safety and Compliance Management
· Performance Measurement

· Project Leadership
	· Quality Control
· Inventory Planning & Control 

· Recruiting/hiring
· Process Improvement
· Conflict Resolution 
· Client Relations
	· 


​​​​​​​
PROFESSIONAL EXPERIENCE

USIS, Farmers Branch, Texas








2010
Program Manager

· Recruits, manages and supervises a cross functional team of 45 professional contractor personnel processing over 12,000 security packets for Federal and contractor applicants for employment and over 1,700 requests for access to National Security Information annually. 
· Communicates/enforces the policies, purposes, and goals of the Immigration Customs Enforcement Agency Personnel Security Unit.
· Serves as the contractor’s authorized interface with the Government Contract Officer Technical Representative and customer agency management staff.
· Conducts background checks, screen resumes, and schedule interviews with recruiter/hiring managers.
· Creates offers of employment, send out interview/new-hire confirmations and candidate rejection letters.
· Maintain forms and spreadsheets to enhance applicant and employee tracking.
· Develop and maintain professional business relationships with outside customers.
· Implement process improvements working with ICE staff to meet increase workloads and schedules.
· Responsible for formulating and enforcing work standards, assigning contract schedules, and reviewing work discrepancies.
· Provides executive level strategic planning guidance/assistance to Personnel Security Chief and staff
· Aligns current program guidance documents with strategic directives; develops and manages operational acquisition plan including budgetary planning goals.
· Track and reports team hours and manages $1.5M project budget on a weekly basis.
· Ensures timely and accurate and invoicing, and monitors receivables for project and follows up when necessary regarding unpaid invoices.  Analyzes project profitability, revenue margins and bill rates.
· Ensures Statement of Work requirements are met by all functional staff, including maintenance and reporting of performance metrics and quality control procedures.
· Supports proposal preparation, including RFP analysis, establishing bid strategy, pricing, developing terms, and conducting appropriate reviews.
Science Applications International Corporation, Suffolk, Virginia



             2007 – 2010 

Business Manager
· Served as Deputy Project Manager for CENTCOM Forward Headquarters Facilities valued at $25M.

· Managed post award to ensure contractual, compliance, quality and performance requirements were met.
· Created/executed project work plans.  Revised as appropriate to meet changing needs/requirements.

· Managed day-to-day operational aspects of project.  Applied methodology and enforced project standards.  Identified resources needed and assigns individual responsibilities.
· Ensured project documents are complete, current, and stored appropriately. 

· Determined appropriate revenue recognition, ensured timely/accurate invoicing. 

· Supported the Business Development Manager with the capture and proposal process; preparing request for proposals and participating in proposal management for government contract customers.
· Organize, plan and facilitate bid no/bid, strategy, positioning, proposal, interview and other project development meetings.

· Possess working knowledge of FAR and strong skills in proposal preparation, including RFP analysis, establishing bid strategy, pricing, and developing terms.
· Coordinated/conducted proposal kickoff and review meetings and In-Process/Period Financial Reviews.

· Performed risk assessment of proposal/contract terms and conditions; and assist with formulating and executing strategies to minimize potential risks to the company.

· Engaged/promoted project level quality assurance using CMMI with contractors and SAIC personnel.

· Managed unit human resources department and Operations human resources function for a government contractor supporting over 800 employees.

· Served as HR consultant to Division Managers and their employees and coordinated human resources processes on contracts and projects.
· Provided human resources support and counsel to 800 employees assigned to the organization.
· Reviewed resumes and credentials for appropriateness of skills, experience and knowledge in relation to position requirements.
· Organized, led and documented post-interview/feedback and post-consensus with interview candidates.
· Led and trained operation employees in the transition from SAP to Deltek Costpoint accounting system.  

· Worked with customers, management, and program teams to resolve issues, secure approvals, and ensure successful contract execution. 

· Managed the Operations SharePoint portal and alternate Joint Personnel Adjudication System Account.

· Updated/submitted Business Development, Bi-weekly/Headlines news reports, organizational charts, rent allocation and emergency call trees.

· Prepared expense reports and travel plans; orders supplies using EZ Order and Purchase Card.

United States Air Force









    1984-2007 
· Obtained security clearances for employees.  Arranged employee & visitor visit authorizations to restricted areas.

· Created security classification & policy guides; maintained communications security equipment/key material.

· Selected, managed and supervised staff of six, which directed information management policies/procedures for 1300+ employees.

· Coordinated analyses and cost comparisons for current project funding and labor/materials.

· Collected cost data from representatives, contractors, and vendors/prepared and maintained historical data.

· Conducted program management reviews, cost performance reviews, and contract status reviews.

· Established an effective material deficiency reporting and follow-up program that ensured problems were promptly reported to the proper action agencies. 

· Directed weekly staff meetings/coordinated inputs from 56 organizations to be presented to the Commander.

· Maintained the Aerospace Expeditionary Force Unit Type Code Reporting Tool keeping employees abreast of their deployment status. 

· Managed $2.8M annual budget.  Created Fiscal Year budgets and managed quarterly annual awards program over $100K annually.
· Negotiated furniture contracts; met with contractor to negotiate terms, conditions, price and schedule.

· Identified physical/automated information systems vulnerabilities.  Provided training.  Upgraded hardware/software.  Identified areas needing improvement.
· Supervised the installation and activation of several communications-computer systems. Ensured peak operation before acceptance by completing exhaustive inspection routine on all systems.
· Delegated challenging assignments to subordinates to support professional development.

COMPUTER SKILLS

Microsoft Word, Excel, PowerPoint, Access, Microsoft Project, Outlook, PeopleSoft, RecruitMax, Voyager, SharePoint
EDUCATION

Touro University International, Cypress, CA
Masters of Business Administration in Human Resource Management, 2006

Wayland Baptist University, Aiea, HI
Bachelor of Science in Business Administration, 2004

Community College of the Air Force, Maxwell Air Force Base, AL
Associate of Arts Degree in Information Management, 2002

