gazelle ghorbani

Page 2

Gazelle Ghorbani

1275 Cobble Pond Way  (  Vienna, VA 22182  
gazelle_ghorbani@hotmail.com  (  703-362-9963

Qualifications Profile

Strong, focused leader with a commitment to analyzing and improving business processes and systems to support profitability and productivity for public and private-sector organizations. Dynamic analytical strengths and in-depth knowledge of strategic and tactical aspects of daily operations including finances, marketing, sales, account management and international client relations. Multilingual language skills in English, Spanish and Farsi. Proficient in MS Office. Areas of expertise:

	· Business Analysis

· Pricing Analyst

· Process Redesign & Improvement

· Performance Measurement

· Documentation & Reporting 
	· Contract Administration

· Client, Vendor & Stakeholder Relations

· Budgeting & Cost Containment

· Proactive Issue Resolution

· Analytical Skills


Education 
Master of Arts in Government (2010)  (  John Hopkins University, Baltimore, MD 
GPA 3.6. Researched and completed 150-page thesis. 
Bachelor of Arts in Psychology (1999)  (  George Mason University, Fairfax, VA 
GPA 3.5.
Professional Experience

AG Partners International, LLC, Vienna, VA
Managing Director (9/2008 to Present)
Related Skills: Project Management, Business & Process Analysis, Pricing Analysis, Process Reengineering, Performance Improvement, Policy Development, Contract Analysis & Administration, Finance, Business Management, Customer Service, Trend Analysis, Performance Metrics, Compliance, Employee Training

Responsibilities: Plan and execute operations for consulting business serving international and domestic clients. Oversee import and export operations of commodities and investments, ensuring full compliance with business and regulatory requirements. Structure, negotiate and manage contracts. Develop and control budgets. Hire, train and supervise employees. 

Key Achievements:

· Managed several projects together successfully.
· Expanded client base 300% in three years

· Introduced initiatives that ensured company stability in an extremely challenging economy. 

· Designed and implemented strategies to increase new business on an international scale; personally developed and managed accounts for global clients.

· Improved processes through careful analysis and initiating improvements that supported client relations, account management, sales and business development.
AT Mortgage Inc., Vienna, VA
Project Manager (1/2005 to 9/2008)
Related Skills: Project Management, Business Analysis, Process Improvement, Policy Development, Contract Analysis, Office Administration, Customer Service, Account Management, Trend & Performance Tracking

Responsibilities: Consulted with international and domestic clients to assess needs, present solutions and facilitate loan processing activities. Managed projects for company. Analyzed trends and generated forecasts to support the company in minimizing risk and making sound financial and operational decisions. Key Achievements:
· Managed several projects simultaneously.
· Increased profitability by creating and implementing marketing strategies that targeted and secured new business.

· Led and facilitated training programs and coached personnel, resulting in greater performance, engagement and morale. 

· Defined new policies and procedures to eliminate inefficient operations and drive productivity.
Patton Boggs, LLP, McLean, VA
Legal Assistant (11/2002 to 11/2004)
Related Skills: Legal Affairs, Information Analysis, Process Improvement, Project management, Policy Implementation, Compliance, Office Administration, Customer Service, Contract Administration

Responsibilities: Provided comprehensive and knowledgeable support for attorneys and clients at varying stages of legal cases/proceedings. Managed different projects for several attorneys. Prepared accurate, timely legal documentation requested by different internal departments. Responded to inquiries. Performed administrative functions. 
Key Achievements:
· Consistently identified and capitalized on ways to improve business, administrative and client services operations through system and process improvements.

· Organized and supported cases that awarded or recovered funds for clients.

· Served as trusted liaison and point of contact between government agencies, legal counsel, healthcare providers, clients and other stakeholders, as well as Patton Boggs attorneys.

The Helein Law Group, McLean, VA
Legal Assistant (6/2000 to 9/2001)
Related Skills: Legal Affairs, Legal Compliance, Information Analysis, Process Improvement, Policy Implementation, Compliance, Office Administration, Customer Service, Contract Administration

Responsibilities: Coordinated case preparation for multiple attorneys. Performed online and law library research. Reviewed, analyzed and summarized legal documentation for several in-house divisions. Interfaced with clients through discovery, research, case preparation and trials, including cases that resulted in recovered funds.

Freddie Mac, McLean, VA
Legal Assistant (8/1999 to 5/2000)
Related Skills: Legal Affairs, Law Research, Information Analysis, Process Improvement, Policy Implementation, Compliance, Office Administration, Customer Service, Contract Administration

Responsibilities: Assisted in case research, client relations and drafting documents and memoranda within strict timelines. Supported four attorneys. Managed communications with clients, attorneys and government agencies. 

volunteer roles
Save the Children Organization, Washington, DC
Sales, Marketing and Fundraising Volunteer (2011 to Present) – In current role, assist in organizing and promoting charity events and programs to boost awareness and secure new funding for the organization. Participate in donor relations.  

Child Foundation, Shiraz, Iran
English Teacher and Community Volunteer (2001 to 2002) – Served as dedicated volunteer at legal clinic, elementary school and organizations meeting the needs of homeless and disadvantaged individuals and families. Studied Iranian history and dialects.
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