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Career Preview

Project Coordinator with experience supporting the Project Managers, Senior Management and Project Team in the co-ordination, planning and control of the project in all phases of the Project Life Cycle from initiation to closure; Trained/Certified in formal Project Management methodology (CompTIA Project+); Trained in formal Programme/Project Support methodology (ISEB); Trained/Certified in formal IT Service Management methodology (ITIL V3 Foundation)
Achievements Preview

· Project Coordinator on a 14-month project supporting over 40 QA Analysts in delivery of a multi-million dollar e-portal launch for a large healthcare firm.  Responsible for managing the day to day project administration requirements for the team; coordination and communication with the external client to maintain aggressive delivery schedule

· Project Specialist for the delivery of a global logistics application project, specifically for the management of contracts deliverables - duties included: requirements gathering; design; development; quality assurance and implementation phases and providing post-implementation support

· Experience in leading training deliverables: publishing training materials and end-user documentation (in person and on-line via Web-EX Desktop Sharing)
· As Project Coordinator assisted with coordination of Hardware/Software Upgrade Projects - Scheduling/coordinating hardware/software installs and tracking inventory of new/unused/redundant hardware
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Career Summary

United Health Group            



               4/2010 – 7/2011
Technisource, Frisco TX
Project Coordinator – e-Portal Healthcare Launch

· Supported the project manager and coordinated requirements for over 40 Quality Assurance Analysts within the team for the external client

· Provided daily support to external client for management of team; scheduling, payroll resource management, on-boarding, ramp-down, tracking budget and hours worked by team – Using MS Excel, Word and Planview (Project Tracking Software) 
· Coordinated overall daily status reporting for team – Using MS Excel and Word to combine individual status reports into daily and weekly reports for Senior Management and Senior QA Leads
· Communicated and escalated issues as needed for timely resolution – Communicated issues impeding teams ability to complete assignments as required by the client
· Scheduled and facilitated project meetings for team – onsite and using Web-Ex Conferencing 
· Managed Organization Charts for full team of over 100 resources assigned to project

· Provided ad hoc reporting as required by the external client 

· Helped develop documentation for timekeeping process improvement initiative to reduce errors, increase accuracy and efficiency of reporting 

· Involved in Business Process Improvements - Helped develop Data Request Management Process for offshore resources requiring data/information from external client
· Managed e-mail distribution lists for accurate delivery of project reports and communications
UPS Supply Chain Solutions, Alpharetta, GA


12/2009 – 3/2010



Paralegal – Finance Department

· Contract Review Project: Worked with legal and contract departments globally to gather contracts and other needed information for a data mining project

· Contract Review

· Research, Reporting, Documentation

· Entered data from logistics contracts into Contract Manager application

· Tested updates/changes to Contract Manager application

UPS Supply Chain Solutions, Alpharetta, GA


2/2008 – 3/2009


Quality Assurance Analyst – Global Contracts and Compliance Department

· Preparation of application test plans, including developing test documents and test cases for enhancements to a global contract management system

· Performed Software Quality Assurance Testing
· Liaison between technical staff and user departments

· Provided global user support – responsible for researching user reported errors for determination of cause and completion of follow-up action with user or the initiation of defect reporting

UPS Supply Chain Solutions, Alpharetta, GA


11/2005 – 6/2007



Specialist – Global Contracts and Compliance Department

· Member of project team for development and deployment of Web based global contract management system, responsibilities included:

· Software Quality Assurance Testing

· Day-to-day task scheduling of QA contract staff

· Trainer – for regional administrators, data entry users, and general users of the application 

· Technical resource for maintaining intranet web site supporting global contracting

· Global Security Administrator for Contract Management system, coordinating with regional and departmental security administrators in North America, Asia, and Europe

· Global User Support Coordinator – responsible for researching user reported errors for determination of cause and completion of the follow-up action with user or the initiation of defect reporting

Education / Training

North Lake College, Irving, TX (09/2010- 12/2010)

· Project Management Series: Introduction to Project Management, Project Initiation, Project Planning, Project Implementation

Ed2go, On-line Continuing Education (2008 – 2009) 

· Project Management Fundamentals

· Introduction to Business Analysis

· Creating User Requirements Documents

· Fundamentals of Technical Writing

Allied Informatics, Duluth, GA (2007)






· Software Quality Assurance Program 

· Manual & Automated Testing Procedures

Georgia Perimeter College, Dunwoody, GA (2005)

· Paralegal Certification

College of Southern Nevada, Las Vegas, NV (1996 – 1998)


· Associate of General Studies Degree – 1997

· Certificate of Completion – Medical Office Billing – 1998


