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Professional Summary: 
· Highly focused and result-oriented professional with 5 years of Project Management background and several years of experience in coordinating, planning and supporting daily business operations.
· Excellent grammar and writing skills.
· Able to multi-task and meet schedule-driven deadlines.
· Computer skills include People Soft, and Microsoft Office Suite (Word, Excel, Power Point, and Publisher)
EDUCATION AND PROFESSIONAL ACHIEVEMENTS
· Business Administration/Human Resource Management (MBA), Strayer University, Loudoun County, VA- 2006 
· Project Management Professional (PMP) Course Certificate, Nortel Government Solutions/ The Course/Project Management Institute-November 2006
· Project Management Skills for Success (for Project Management Professionals), Course Certificate, Learning Tree International-October 2008
Most Recent Professional Achievement

· Microsoft Project-A Comprehensive Introduction, Course Certificate, Learning Tree International-June 2009
Work Experience:
Phillips Van Heusen Corporation/IZOD-Leesburg, VA             

3/2009-1/2012
Store Supervisor-2 ½ plus years Management Experience
Working with the store manager to carry out daily business operations relative to marketing of merchandise.
· Opened and closed cash registers.
· Created and executed marketing activities (Point of Sale-POS).
· Trained new employees on marketing of merchandise, store policies and procedures
· Supervised employees on shift.
· Coordinated monthly store meetings
· Responded to corporate e-mail for information on store operations.
· Shipped and received store merchandise, to include tracking of all inbound shipment.
· Provided customer service to include resolving customer issues

· Performed audits of store’s daily operational transactions.

· Carried out other store operation procedures.
Related Sales Experience: 

Talbots, Tysons Corner, VA







10/1999-08/2006
Sales Associate, 1 ½ yr plus Full time, 5yrs plus-Part-time

Learning Tree International, Inc.






10/2007-3/30/2009
Project administrator/Coordinator, Infrastructure Services (IS)
                       (was laid off)
Supported the Director of Infrastructure Services (IS), technical project leads and other members of a project team in planning, developing and implementing all projects of the Infrastructure Services (IS) department.

Project Administration

· Organized various aspects of projects over the entire project life cycle (6 months-1 year) and coordinated with project team members, stakeholders, service providers and others as appropriate to define and execute project requirements.

· Regularly examined contributions by project team members and stakeholders through all phases of the projects for compliance.
· Evaluated project plans for corrective actions.
· Worked with the Clients Service Manager (CSM) to ensure that all client inquiries received responses and also documented Standards of Operations as changes were made.

· Expedited tickets from the Clients Service Team to the Information Technology (IT) help desks per client requests.

· Participated in contract negotiations for the Infrastructure Services department.

Project Finance Administration

· Coordinated with the Director of Infrastructure Services (IS) to track all departmental project costs relative to yearly project budget by use of excel.
· Prepared monthly costs reports for all projects for the IS department.
· Was Involved in large-scale purchasing of equipment, supplies and services for the IS department and the Client Service Team and maintained excellent contact with all vendors.
· Processed all invoices (up to 100 monthly) relating to purchases, services and other financial activities of the IS Department for transfer to the Accounting Department for payment-daily accounts receivable/payable activities for the accounts department.
· Data entry for proper accountability of departmental inventory.
Achievement
· Helped trained employees of the company to use PeopleSoft software for purchasing.
Axiom Staffing/Forfeiture Support Associates, LLC (Contractor)

     02/2007-08/ 2007
Business Support
Supported the Quality Assurance and Training Manager in quality management efforts to ensure that all processes were in compliance with the company’s Quality Management System for an ISO 9001 certification.
Quality Management

· Prepared and edited process and policy documents.

· Prepared and edited documents for posting to the company’s website (Marketing)
· Prepared and edited documents/proposals for quality purposes.

· Assisted with the creation and preparation of training materials for training exercises; managed a log of training data for all employees of the company in Share Point
Recruiting

· Coordinated recruiting and project efforts for the Vice President of Business Development of FSA relative to a Professional Assistance Contractor Support (PACS) project with the Department of Justice (DOJ).

· Worked with a team of 3 to review over 600 resumes; inputted applicants' information in a Share Point database for the PACS proposal efforts.
· Prepared jobs descriptions, and job advertisements for posting.
Project Control Assistant to the Program Director-USCIS (Two Years Systems Integration Project)
Managed all administrative and project support efforts. 



5/2005-12/2006
· Compiled and analyzed data from weekly and monthly project reports into presentations for the Program Director for use at project meetings.

· Coordinated and prepared travel schedules for project team members-travel became much easier for team members which led to an increase in their productivity.
· Prepared weekly time and attendance reports.

· Assisted with the preparation of project invoices.

· Regularly updated the project database and also assisted with changes to contract documents.
Achievement
· Certificate of recognition for outstanding support, services and dedication to this project in 05/2006.
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