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PROJECT MANAGEMENT PROFESSIONAL
Results-driven, motivated professional offering demonstrated expertise in planning and executing projects, with a focus on planning, communicating, and closing. Proven ability to coordinate all phases of work activities from initial phases through completion in software development and product deployment. Self-starter and quick learner with articulate communication and presentation skills. Astute leader; able to guide groups of highly productive workers while serving as a role model and mentor. Keen eye for identifying and resolving problems. Perform well in fast-paced, high-energy environments. Core competencies include:
	· Project Planning & Execution
· Team & Resource Allocation
· Progress Tracking & Reporting
· Communication & Collaboration
· Timeline & Milestone Achievements
	· Stakeholder Management
· Project Documentation Management
· Equipment & Material Procurement
· Problem Identification & Resolution
· Task Prioritization & Execution


PROFESSIONAL EXPERIENCE
THE BUXTON COMPANY, Fort Worth, TX 	2011 to Present
Developed a fully operational, cross-functional PMO to include all phases of the PMI life cycle. Managed human resources, led project management software implementation, successfully executed portfolio with a total project budget of over $6 million.
Director of Project Management Office (PMO)
· Selected vendor for PPM software/implemented software rollout
· Implemented SOW and Proposal Review Programs/Methodologies/Documents
· Introduced the Servant Leadership model to C-Suite and upper level leaders
· Helped to create HR methodologies that support PMO success
· Trained several levels of staff on PMI methodologies, processes and knowledge areas
· Documented needs, functions, and steps (MS Project, Business Requirements Documents, Visio, Clarizen and Power Point flow charts)
· Established a to include leaders from Leadership, Operations, Client Services and Sales teams
· Implemented communication plan to include documentation, status meetings and project tracking documentation
· Developed curriculum for company leader training (including C-level leaders) to identify opportunities in leadership infrastructure, and facilitated this event. 
· Helped participants at leader training to uncover action items, and tracked results
· Managed change/risk/issues on projects and programs 
· Influenced and managed stakeholders, vendors and internal clients
· Reviewed and revised technical requirements 
· Created flow charts for process implementation communication
· Introduced a change management process to PMO corporate infrastructure
· Coached/develop staff to learn more about PMI methodology in order to better support the organization






7-ELEVEN, INC., Dallas, TX 	2006 to 2011
Handled all aspects of training project management SME on IT / IS projects, marketing, and merchandising initiatives for a chain of convenience stores.
Project Manager/Learning Specialist
Managed a variety of projects from initiation through completion, defining scope and objectives to support overall business goals. Met with vendors, store operators, franchisees, and internal / external customers to identify training needs and evaluate existing training practices. Led and attended weekly project management meetings. Utilized MS Project to update project plans and schedules. Applied project management methodology and protocol in executing projects and programs. Tracked and reported project plan updates weekly to project teams and stakeholders. Delegated tasks to appropriate personnel.
· Analyzed functional requirements, procedures, for system improvements
· Documented needs, functions, and steps via PM artifacts (Business Requirements Documents, Visio and Power Point flow charts)
· Developed, analyzed and managed project timelines and stage gates
· Communicated project management documents 
· Managed project development life cycle 
· Managed change/risk/issues on projects and programs 
· Influenced and managed stakeholders
· Reviewed and revised technical requirements 
ACE TAYLOR SIMULATION, Dallas, TX 	2005 to 2006
Administered human resources and employee training for a high technology software engineering and management consulting firm.
Human Resources Project Manager 
Managed end-to-end 1 year project of building HR department for DOD subcontractor company.
LA WEIGHT LOSS CENTER, Dallas, TX 	2003 to 2004
Managed the day-to-day operations of a weight loss retail facility with franchise offices throughout the world.
Branch Program Manager
AT&T WIRELESS / AT&T CONVERGYS CORP.  / AT&T CORP, Dallas, TX 	1998 to 2002
Assistant Sales Training Manager (2001 to 2002)  |  Production Manager (2000)
Sales Performance Support Training & Delivery Manager (1998 to 2000)
EDUCATIONAL BACKGROUND
TSI – UNIVERSITY OF TEXAS – DALLAS / FRISCO 
Project Management Professional -PMP(2009)
Professional Training:
Leadership Methodologies• Criterion-Referenced Instruction •Performance Analysis  •  Sales  •  Training  Management  •    Performance Improvement  •  Performance Management/PPA
PROFESSIONAL AFFILIATIONS
PMI Dallas Chapter
Director, Professional Development-Presenters Team 
Toastmasters, Dallas Chapter
Member
American Society of Training and Development
Member
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