Stephanie H.
Home: 305-992-0891
Email: stephk1985@gmail.com
Objective: 

To obtain a position with a dynamic organization where I can utilize my Project Management expertise in order to effectively lead teams and increase productivity.
Government Consulting Firm –2007- present (Washington D.C.)

Project Manager
· Manage a team of international linguists and analysts. 
· Process and approve vacation requests, timesheets, and invoices. 
· Responsible for the review of monthly invoices and contract budgets to ensure that the company is obtaining profit from the government.

· Recruit, screen, interview, and extend offers of employment for various contracts.
· Screen both active and retired military personnel onto government contracts. 
· Produce non-compete/disclosure contracts to current and prospective personnel.
· Make certain that all paperwork and security clearance processing is complete.

· Guarantee that all in-processing forms are completed on schedule.
· Assist the business development team with various proposals. 

· Provide project management expertise to the operations and business development team when bidding and selecting proposals which have proven to bring more revenue into the company.
· Process paperwork for military deployments. 
· Attend quarterly job fairs and recruit individuals to work on existing government contracts and proposals. 
· Manage and review public web sites in order to post jobs and review resumes of prospective candidates.  
· Process employee expense vouchers, reimbursements, and receipts.
· Prepare and send contracts and renewals to new and current employees.
· Organize and maintain employee files.
· Communicate regularly with contract employees to ensure retention during the deployment process.
· Create salary scale for various government contracts. 
Together Personal Introductions – 2002-2007 (Columbia, MD, North Miami, FL)
Sales and Marketing Consultant
· Handled account questions and inquiries. 
· Matched members according to their desired preferences.  

· Successfully met weekly matchmaking quotas.
· Sent new member welcome letters and weekly referrals. 

· Maintained a direct relationship with the owner and the clients by having weekly discussions to see what could be done to keep 100% satisfaction guarantee clause met. 
· Attended outside marketing events to enroll new members into the dating service. 
Westerlee Apartments- 2005-2006 (Catonsville, MD)
Leasing Consultant

· Successfully leased apartments to prospective residents. 

· Effectively explained all lease and community policies to new and current residents. 

· Scheduled visits for visitors to view apartments. 
· Prepared leasing paperwork (i.e. applications, lease agreements, employment verification, credit checks, and move-in packets). 

· Collected security deposits, rent, and other funds associated with residents.
John Casablanca Modeling and Career Institute 2005-2006 (Timoniun, MD)

Sales Consultant

· Responsible for the daily enrollment of talented students to help them fulfill their modeling and acting dreams.

· Implemented new marketing strategies to entice young men and women. 
· Visited local malls, community events, and fashion fairs to represent the company. 

· Met weekly sales quota by cold-calling prospective students and introducing them to the school. 

· Participated in auditions to capture qualified candidates. 

Johnson and Wales University – 2003-2004 (North Miami, FL)
Media Relations Assistant 
· Edited and created articles for the Wild Cat Chronicles Newspaper in order to build school morale and connections.
· Attended various university events for school promotion. Also interviewed students and staff to create newspaper articles.

· Formed collaborations between alumni, school, and community in conjunction to North Miami Community Chapter. 

· Volunteered to represent Johnson and Wales University by attending local recruitment seminars for prospective students. 
· Research and produce news releases, fact sheets, executive bios and other media materials.
· Built and maintained relationships with the media.

· Identified and managed current and potential issues related to the business affairs of the university.

· Assist in the development and implementation of strategic communication plans.

· Developed and pitched stories that showcased the university. 

· Assisted with preparing publicity brochures, handouts, promotional videos and multimedia programs.
· Assisted with the advertising and promotional programs to ensure they were compatible with the target audience.
· Drafted speeches for the university’s top executives for public meetings.
· Prepared in-house newsletter, to release important announcements within the university community and sponsors. 
Education

Johnson and Wales University, North Miami, FL
(Minor coursework towards Bachelors of Science Degree)


             
Special Skills 



· Computer Skills: Microsoft Office Applications, ACT, Adobe Software, Corel, Internet Explorer/Mozilla Firefox
Extracurricular Activities
· Big Brother/Big Sister Mentor
References Available Upon Request

