KAREN MCKIBBEN

       4631 Carr St, The Colony, TX 75056

                 Cell: 214-529-2375

     Karen.Limme.McKibben@gmail.com


         PROJECT MANAGEMENT

I am a result driven professional with the skills to handle multiple tasks, major initiatives and the determination to see project through to the absolute completion. I am highly educated and motivated. I have superior interpersonal skills, communication and presentation skills. I am strong in staff development, training, coaching and motivating. I am well educated in both Six Sigma and Project Management Institute methodology. 

                CORE COMPETENCIES  
Client Relations, Conflict Resolution, Quality Assurance, Data Analysis, Cost Reduction, Operations Management, Staff Training and Development, Performance Management, Time Management, and Financial Management. 




       TECHNOLOGY

Microsoft Office (Excel, Word, PowerPoint), Oracle, MS Project, and Visio



                 EDUCATION
Master’s of Professional Counseling 




GPA 4.0

Texas Wesleyan University Fort Worth, TX  



2009-present
Master’s of Management in Project Management


GPA 3.28
University of Dallas Irving, TX  





2005-2009
Master’s of Business Administration




GPA 3.5
Texas Woman’s University Denton, TX  




2003-2005

Bachelor’s of Science in Drama





GPA 3.5
Texas Woman’s University Denton, TX                                               
1993-1997
CERTIFICATIONS

Green Belt Lite 

Lean Six Sigma Certificate 

Alternate Dispute Resolution Certificate
    

Secondary Education Teacher Certification Theater/Speech 

PROFESSIONAL EXPERIENCES

Xerox Corporation- Lewisville, TX                                      October 2010-present
Inquiry Billing Representative

Job Requirements: Requires excellent analysis, research, time management, productivity,    quality resolution and customer service skills.  
SELECTED ACCOMPLISHMENTS:
Special Reference Field Time Study- with four people under management, they determine the number of requests for special references on the invoices and the time it takes to process the request. The purpose was to determine if it warranted an easier and less time consuming system program.
Written Inquiry Quality Team-working toward creating quality measures to increase customer satisfaction, reduce duplicate work and cost. 
Customer Care Operations Quality Team- an inquiry subject matter expert that provides feedback and help set quality controls within the inbound call center to increase customer satisfaction. 

Project Leader Galaxe- led projects like bake sales and raffles to raise $2000 for local charities. 

Award for Performance Excellence  
Xerox Capital Services LLC (GE) - Lewisville, TX     May 2002-October 2010

Inquiry Billing Representative February 2008- October 2010  
Received Not Canceled Focal June 2005-February 2008

Order Processor May 2002-June 2005
Job Requirements: Attention to detail, research, analysis, time management, productivity, quality, extensive knowledge of contracts, sales relations, and customer care.  

SELECTED ACCOMPLISHMENTS:

Customer Business Survey Project- help increase customer satisfaction and retain customer by developing a data analysis spreadsheet, results displayed graphically using pivot tables,  connected to information from the customer’s surveys and determining the areas that need the highest level of attention and  the department that need to resolve the issue. 
Received Not Canceled Bill Out Project- I analyzed the data regarding leased trade equipment that needed to be billed out (stop billing) and determined who completed the bill out and if it was done correctly. I determined only 25% were done correctly and by the person assigned the job function. This led to the creation of an automated tool saving the company $15+ million in revenue reversal.  
Swim Lane Process Map- generated a swim lane process map to determine duplicate work and over flow between the order processing and received not canceled processes. 
Lean Project-received not canceled subject matter expert on a team of 12 and with my swim    lane process map we were able cut the non- value added processed by 30%. This saved about 2 million in payroll and increased production.

United Way- led several projects like a white elephant sale, money tree and bake sales with 10 people under me in order to raise $6700. 
Leader of Job Shadow Program- with 15 people on my board and an annual budget of $2500, we developed and internal training program with seat rides so that employees could learn about other job function and areas of the business.   
Awards for Performance Excellence and Quallity - 6

Xerox Corporation- Lewisville, TX                               February 2001-May 2002

Order Processor 

Job Requirements: Attention to detail, research, analysis, time management, productivity, quality, extensive knowledge of contracts, sales relations, and customer care.  

SELECTED ACCOMPLISHMENTS:

Awards for Performance Excellence and Quality - 4

Boyd ISD Boyd, TX




 August 1998-August 2000

Secondary Theater Arts/ Speech/ Debate Teacher



Job Requirements: manage students, manage department and club financials, work with limited resources to produce results, resolve conflicts, presentation skills, and curriculum development, motivate and train.
SELECTED ACCOMPLISHMENTS:

Direct UIL One-Act Plays on a limited budget with recognition for students. 
Provide support to students in learning the skills of debate and speech presentation. 
