MELISSA FOO

11 N. Eutaw St. #302, Baltimore, MD 21201
Cell: (651) 955-9509; Email: foomelissa@hotmail.com


PROFILE

Analytical and well-rounded Project Coordinator as well as Industrial Engineer with 12 years of experience. Goal oriented with the ability and aptitude to multi-task. Organized and confident with a remarkable strength to work in highly stressful environment. Effective leader and communicator with the ability to meet strict deadlines with little supervision. Business stakeholder management with strong executive presence.


EDUCATION / CERTIFICATION
Project Management Institute






  2012 Candidate

Project Management Professional
Iowa State University – Ames, IA





  Graduated 2000
B.S. Industrial Engineering



EXPERIENCE

Advantis Global, San Francisco CA
   



                          2010 – Present
Project Coordinator – Contracted Business Consultant for Wells Fargo Bank MN 
· Develop work breakdown structure for implementing program/database change requests. Identify stakeholders to minimize risks of implementation. Identify required resources, execute installation plans, monitor progress, and communicate implementation status to stakeholders. Projects include merger and conversion integrations as well as Wholesale Release Management deployment.
· Direct and manage execution of International merger installations and end-to-end validations with cross-functional business partners in the US and Great Britain.  
· Perform analytical risk assessment of application interfaces.  Assess security risk with Operational Risk Consultant to ensure all application interfaces are approved and documented appropriately and compliant with corporate standard.
· Analyzed and streamlined information gathering processes.  Successfully reduced time spent on gathering information by redesigning report criteria and consolidating three reports to one. Increased efficiency by 75%.
· Redesigned and automated management report. Automated report with Microsoft Access to increase efficiency. Continually refined report to make it more reader friendly.
UPS, Asia Pacific Region, Singapore






        2008 – 2009 
Assistant Industrial Engineering Manager – Operations Excellence (May 2008 – Dec 2009)
· Translated business needs and issues into strategies and action plans. Managed projects from planning to execution. Collaborated with cross functional teams to plan and implement Corporate Enterprise Releases.
· Developed and implemented customs clearance operating plan in India that resulted in annual savings of 3.5M USD due to potential penalty on High Value shipments.
· Collaborated with U.S. and Europe Regions to improve international service performance, enhance Time-in-Transit, and better package flow visibility.
· Head of Facility Change Management in Asia Pacific. Coordinated with Corporate Information System to identify facility change requirements due to facility opening, closing, and moving. 
· Leader of Regulatory Compliance Audit Team in Asia Pacific. Assured standard operating plans were completed and available and non-conformances were addressed with action plans.
· Auditor of Corporate Industrial Engineering Assessment.
· Worked with Marketing, Business Development, International Trade Services, and Air Network Group to provide logistics solutions to clients such as Apple, Samsung, Nike, Pfizer, Philip Morris, etc.
DHL, Minneapolis MN







                    2007 – 2008
Senior I.E. Supervisor – Engineering Support (Jun 2007 – Feb 2008)

· Implemented Checkpoint Scanning and conducted user training. 
· Conducted hub certifications and made action plans for process improvement.
· Developed volume forecast, staffing requirement, and operating plans.
UPS, Minneapolis MN







        
        2001 – 2007
I.E. Supervisor – Project Management (Jan 2005 – Apr 2007)
· Coordinated the planning and control of project activities and resources. Ensured on-time and on-budget delivery.
· Facilitated the prioritization of project requirements with business stakeholders.
· Implemented satellite operations that resulted in annual savings of $36,000.
· Supervised three interns.
I.E. Supervisor – Vehicle Management System (Jan 2005 – Apr 2007)
· Monitored vehicle utilization of a fleet of 1,364 package cars. 
· Reduced annual operating cost by at least $26,000 by eliminating redundant trips.
I.E. Supervisor – Maple Grove Automated System (Apr 2002 – Dec 2004)
· Trouble-shot system-related issues and monitored system performance.
· Created Microsoft Access queries and reports to analyze and monitor productivity.
· Conducted UPS Data Capture (UDC) training.  Coordinated Train-the-Trainer process.
· Completed work measurement and developed operating plans.
· Supervised two Management Trainees. 
I.E. Management Trainee – International Operations (Sep 2001- Mar 2002)
· Planned and implemented Document Imaging System in 30 operating sites. 

· Conducted training and provided technical on-site support.

· Monitored International service performance.
I.E. Management Trainee – St. Paul Package Division (Feb 2001 – Aug 2001)
· Modified job setup to prevent workplace injuries. 
· Developed action plans that helped operations to achieve production goals.
· Analyzed historical trends and projected daily volume and stops. 
UPS, Minneapolis MN







   
        
        2000 
Intern – Time Study Observer (May 2000 – Aug 2000)

· Conducted time studies on package delivery routes and developed allowance.  


PROFESSIONAL ORGANIZATION

Project Management Institute, 2011 - Present


COMPUTER/LANGUAGE SKILLS

MS Office Suite (Word, Excel, Access, PowerPoint)

User Experience of Mainframe & MapPoint
SharePoint Experience
Fluent in Chinese and Cantonese


COMMUNITY INVOLVEMENT

Baltimore St. Gabriel Festival Fundraising, 2000 - 2011 

Singapore Bishan Home for the Intellectually Disabled, 2009 

United Way of Greater Twin Cities, 2005 - 2007
Big Brothers Big Sisters of Greater Twin Cities, 2004 – 2005

Special Olympics, 2001 - 2004

Classroom tutor through Junior Achievement, 2001 – 2003

Home building project on the Appalachian Mountains in KY, 1999

Peer Minister at St. Thomas Aquinas Church, 1998

Nominated as a student leader by Campus Ministry Leadership Institute, 1998
Melissa Foo
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