Kerry L. Finstad
5236 Miller circle
The Colony, TX, 75056,
C# 214-762-0889
klf102958@gmail.com

Skills
	· MS Office (Excel, Word, PowerPoint, Access, MS Project, Visio), SharePoint,
	· Lawson, Power Steering ,ERP ,SAP-OM,  Outlook, NetMeeting, Meeting Place, eFax, Lotus Notes

	· Excellent attention to detail, with effective written and verbal communication skills. 
	· Planning project budgets and assignments in Power Steering/MS Project

	· Procurement and delivery of equipment and software
	· create and implement process and procedure improvements,

	· Processing PCRs (Project Change Requests)
	· Ensure  project deliverables satisfy project/program requirements

	· Provide reports and data from portfolio /project management software, 
	· Experienced with project management methodology



PROFESSIONAL HIGHLIGHTS:

· Lead PM for vendor management on Global project at IBM
· Lead PM for BOA server exchange in Dallas Data Center
· Lead PM for video surveillance  install at City of Hollywood PD / McArthur School
· Administrator for Portfolio Management Software (Power Steering)

Professional Experience

June 2011- Present 
Matrix/VHA -Irving, TX
IT Portfolio & PMO Coordinator	
· Ensure up to date status reporting from Project and Portfolio Management team.
· Review project budgets, monthly chargeback reports and coding of invoices with Portfolio Managers, Project Managers and Accounting, 
· Creation of department process and procedure documentation.
· Administrator for Portfolio Management Software (Power Steering) including: manage user access/issues with the software, provide the department/client training on the use of the software
· Regularly review and audit time reporting to ensure accuracy and compliance across the department.
June 2009 – June 2011
Dallas Area Rapid Transit/BCS
Dallas, TX 
Construction Safety/ QA Technical Specialist/ Project Coordinator 
· Coding of invoices, scorecard tracking, updating documentation on processes
· Coordinated NRV vehicles (163) – scheduled preventive maintenance, assigned new gas cards, assisted driver with obtaining Driver PIN for fuel. Handed calls from field for assistance with vehicle- break down or accidents. Assigned new vehicles to field projects-track driver , location, vehicle data
· Supported Director of Quality Assurance and the Sr. Manager of Construction Safety
· Coordinated Cell Phone program(210)-Set new hires up with new phones, monitored month cell phone usage and created data file in iDEN database
· Supported the Safety and QA Team with transmitting site basement/QA process changes to field office and ensure that the correction were made and returned to DART Head office.
February 2009 - June 2009 
Lennox (Spherion)
Richardson, TX
Call center-(seasonal)
· Receiving large volume of requests by telephone from Lennox vendors in regards to parts and accessories for Lennox furnaces and air conditioning units for both residential and commercial. Placing orders, checking discounts, special deals and checking prices. 
September 1999 - June 2008 
IBM GLOBAL TECHNOLOGY SERVICES
Dallas, TX 
Junior Project Manager / PMO Coordinator 
· Leading a project team in delivering milestones and benchmarks to the customer 
· Conducted pre and post-install conference calls to ensure that assigned tasks were completed and delivered to the customer’s satisfaction.
· Created/updated Excel spreadsheets to track and align project financial expenditures- technician’s timesheets, vendor invoices, and shipping cost to eliminate project overages.
· Processed PCRs (Project Change Requests) to ensure that the project was completed on time and within budget
Project coordinator / Internet Commerce Support -IBM/Cisco Systems,
· Served, as trainer for Internet Commerce Support for new hires to ensure they passed the Cisco required testing.
· Quality Assurance Call Monitoring of the in-bound calls representatives and provided feedback with coaching to obtain customer satisfaction goal of 92%
· Procurement and tracking/delivery of equipment and software 
· Handled escalation calls and emails from internal and external customers provide continuing support and resolution.
Global Solution Directory - Customer Service / Trainer
· Author for GSD the Business Process and procedures for Dallas and Atlanta. 
· Processed and analyzed submissions to Global Solutions Directory (GSD) to ensure database integrity. 
· Team lead for the online directory containing thousands of applications, tools and services from IBM and IBM Business Partners
· Provided training for the GSD team new hire and Focal for GSD team members
· Resolved customer issues regarding solutions for the GSD website. 
Software Administrative Team (S.W.A.T.)
· Team Lead - Providing customers with cross-platform workgroup management and administration assistance.
· Author for S.W.A.T. level two and three Process and procedures, 
· Co-author of level four AS400 PTF, cum, and Media Type List documentation. 
· Focal for cross training with SWAT team and organized training schedule.
· Handle expedited electronic technical calls for mainframe customers to provide continuous  support
September 1998 - August 1999 
Health South Plano Rehabilitation Hospital 
Plano, TX 
Staffing Coordinator
· Provided ample Nursing staff for each shift.
· Transcribed physicians’ orders and Data entry for lab test
· Ensured sufficient transportation was in place for patients for appointments outside of the hospital
· Work under the supervision of the Director of Nursing to monitor staffing needs and project future staffing level for the nursing units. 
July 1997 - August 1998 
IBM 
Rochester, MN
AS/400 Call Center Support
· Routed technical calls for mainframe customers to provide continued support for all call queries. 
· Trained new hire for receive call, fax and email processing 
· Receiving and transmitting a large volume of requests by telephone in regards to AS400 products
Education

Associate of Arts, Business, Rochester Community College   Rochester, MN, 06/1985
Certification, Project Management / Management Development, Collin County Community College, Frisco, TX   12/2007  
Bachelor of Business Administration, Amberton University, Frisco, TX
 In progress 
Memberships: PMI (Project Management Institute)
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