 (
Patti Hollingshead
717 Eldo
ra Place
  
      
303-641-5643
Longmont, CO 80504
                       patti.hollingshead@gmail.com
)Experienced Finance and Planning Professional with program management skills incorporating project financial, resource and activity planning, project reporting, analysis, and risk assessment.    Working effectively with Program Managers and Upper Management, reporting program progress.   Proven track record of quickly learning new skills and software.  Strong working knowledge of Microsoft Office Suite and Microsoft Project.   
Work Experience
2011-2013                                        Boulder County Election Office			Boulder, CO
Election Staff
Working front desk, customer service on phones and customer walk-ins, voter assistance printing ballots
Data entry to update and maintain voter registrations records
Service Center Lead and co-worker to assist public with ballot replacement, updating records and voting


1998-2011                                    Lockheed Martin Coherent Technologies         	        	Louisville, CO
Financial Analyst/ Project Management Support

Manage, train and maintain permissions for Microsoft Project
Track and chart actuals, budgets and ETCs on IRAD projects for Program Managers and Directors using SAP, CostView and internal tracking with Excel for programs valued up to $8M
Track and report material received, open commits and labor performed to program managers
Work with Business Development setting up budgets in CostView, reporting variance-analysis, submitting budget changes, submitting ETCs and entering data in CostView
Report weekly and monthly to Corporate for Internal Work (IWTA)
Accrue labor and materials on Corporate IRADs at year end
Setup Fixed Price and Cost Reimbursable Projects in CostView, import actuals, ETCs and reconcile with SAP financials
Work with Procurement to research variances and actual costs associated with materials, subcontractors & IWTAs in SAP and SAP ERP
Investigate and resolve system issues such as rate differences between CostView, SAP and Business Warehouse
Prepare PowerPoint presentations with Excel charts for multi-level meetings
Set up monthly reviews, working with directors and managers
Work as administrator for Primavera and Microsoft Project Server
Setup permissions, resources and templates in software
Prepare training material and train Program Managers on MS Project Server
Help Program Managers build schedule and budget in MS Project
Monitor project budgets, track materials and other project related costs
Reconcile projects in database with accounting cost reports
Collect information from Engineers regarding project progress
Report on projects to Project Managers and Department Directors
Prepare reports for monthly project review meetings



1996 – 1998                              First Choice Heating and Air Conditioning                                 Longmont, CO
Office Manager
Responsible for Accounts Payable and Receivable 
Set appointments and schedule technicians
Write up proposals and customer contracts
Order equipment and subcontractors



1994-1996                                              Kansas Press Association                                                    Topeka, KS
Director of Administration
Full-charge bookkeeper (accounts receivable/payable, general ledger, bank reconciliation, month-end close-out)
Preparation of customer statements
Employee orientation
Work with employee benefits; insurance, compensation, etc.

	Volunteer Work
Greenwood Wildlife Center


Software
Microsoft Office (Word, Excel, Outlooks, PowerPoint,) SAP, SAP ERP, CostView, Microsoft Project Server, SCORE

Education
Brown Mackie Business College                                                          			               Salina, KS
Newton High School Graduate                                                                                                           Newton, KS


