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	AREAS OF EXPERTISE

	· Project Management and Coordination
	·  Strong Negotiation Skills

	·  Deployment Planning and Scheduling
	·  Outstanding Customer Relations and People Skills

	·  Internet Search Engines and Research
	·  Vendor and Relationship management

	· Multitasking
	· Work Efficiently with little or no supervision

	· Proprietary software applications for performance of unique tasks 
	· Microsoft Suite (Word, Excel, Power Point, Project, Outlook) 

	
	EMPLOYMENT HISTORY
	


	PMO Project Coordinator
	June 2011 - December 2011 

	XO Communications (Corporate Telephony Provider)■ Plano, TX


Notable Responsibilities:

· Provide support to Program Managers and other staff within the IT PMO department
· Strong attention to detail required for PMO management reports, including weekly and monthly reporting of project status to the Vice President of PMO
· Facilitate IT weekly calls and client calls for status updates
· Manage Work Requests by tracking and gathering level of effort
· Assist Senior Manager with various research and reporting projects  
· Administrator of PMO Executive Status Pages in SharePoint
· Project Management of small projects as assigned
· Assist Infrastructure Project Managers with reporting and reconciling project issues and reporting to comply with company PMO SDLC standards

	Production Specialist
	October 2010 - June 2011 

	ResearchNow (World-Wide Ecommerce Research Company) ■  Plano, TX 


Notable Responsibilities:

· Daily dexterous input of data to modules compiling client online surveys with accuracy first and foremost
· Manage multiple concurrently executing tasks to meet department deliverables to PMs initiatives 

· Perform within  strict deadlines efficiently with little to no supervision
	Part time Teller
	  September  2009 – October 2010

	Wells Fargo Bank  ( The Colony, TX


	Customer Service Associate
	  October  2008 – June 2009

	City of The Colony Utility Department ( The Colony, TX

	
	

	
	  


	Enterprise Deployment Project Manager
	March 2007 – March 2008 

	Technisource (IT Staffing Company) ( Frisco, TX


Notable Responsibilities:

· Manage multiple remote teams in the delivery / deployment of VoIP phone solutions at Bank of America offices nationwide replacing legacy Avaya systems
· Successful management of concurrent projects with staged phases of completion

· IT meeting coordination, facilitation, project scheduling, status reporting
· Change control, risk management responsibilities
· Defining and reporting of existing inventory being replaced to EDS for inventory billing purposes
· Heavy MS Excel usage for reporting and tracking

	Project Coordinator
	September 2005 – August 2006 

	Stewart Systems (Mfg. of High Volume  Bakery Equipment) ( Plano, TX


Notable Responsibilities:

· Manage schedule of remote teams in the setup of multi thousand dollar equipment worldwide
· Saved untold dollars with negotiation of National Account status for travelers in major hotel chains
· Finalize work scope and SOWs with cooperation of purchasing office and field directors  
· Creative input to design of workflow and reporting formats
	Project Coordinator
	January  2005 – September 2005 

	ARC/Pomeroy (IT Staffing Firm) ( Houston, TX


Notable Responsibilities:

· (Third Shift work) Primary contact of contact to resolve / direct deployment issues to proper staff for nationwide rollout of Dell computers, upgrades etc. for FedEx Kinkos in Dallas, TX  
· Creative input to design of workflow and reporting
	Project Manager
	July 2004 – December 2004 

	Techsolve (IT Systems Personnel Provider) ( Austin, TX


Notable Responsibilities:

· Manage multiple projects for deployment of Dell hardware, software, data migrations and configurations
· Review Scope of Work (SOW) for clarity and definition

· Resource planning and scheduling field technicians
· Manage vendors, subcontractors during project deployment
	Project Manager
	April 2003 – July 2004 

	Qualxserve (IT Systems Personnel Solutions Provider) ( Round Rock, TX


Notable Responsibilities:

· Perform tasks onsite at Dell Corporate Offices in Round Rock, TX
· Manage multiple projects for deployment of Dell hardware, software, data migrations and configurations
· Review Scope of Work (SOW) for clarity and definition

· Resource planning and scheduling field technicians

· Manage vendors, subcontractors during project deployment

	Project Manager / Telecom Analyst
	April 1997 – April 2002 

	i2 Technologies (IT Supply Chain Mgmt. Software) ( Dallas, TX


Notable Responsibilities:

· Resource planning, cost estimation, and cost control for Nation-wide infrastructure replacement of telecom systems

· Developed project plan for implementation of Avaya PBX systems and Adjuncts to replace and refresh Siemens PBXs nationally applying project management methodologies and tools

· Develop and manage vendor relationships

· Exceptional analytical and problem solving skills used to investigate, evaluate new IT solutions including: VoIP from Cisco & Avaya, Nice Systems Call Center software, Avaya Office products, e-office application software 

· Cell phone distribution and account reconciliation 

· SOW development and review

· Telecom lead for technical team 

· Evaluate possible merger or acquisition’s existing components, providing recommendations to embrace corporate standard platform

	
	EDUCATION
	


	Brookhaven Community College: 1984-1986  Management program
	Applicable Lucent Telecommunication: Project Management Certification Classes

	
	


