Allison J. McRell							Clearance:  Active TS/SCI with Lifestyle Poly
5671 W 118th Circle 							Cell:  703-627-3670
Westminster, CO 80020						allison_mcrell@msn.com


OBJECTIVE:

Seeking a position as an Administrative Assistant and becoming an asset to an organization, in which the integration of over twenty-four years of diversified experience provides value added in meeting the organization’s strategic objectives.

RELEVANT QUALIFICATIONS AND SPECIALTIES:  

· Experience using Microsoft Office, including Outlook, PowerPoint, Word, and Excel;
· Maintained the customer’s Master Schedule, coordinated related meetings, and keep meeting minutes;
· Coordinate details for meetings/conferences at designated sites between senior customer officers and senior foreign officials;
· Monitor travel arrangements for attendees, their respective security details, and any necessary monetary advances;
· Assisting with ad-hoc issues as required.

EMPLOYMENT HISTORY AND EXPERIENCE:  

The Home Depot
Part Time Cashier (seasonal)									11/2013 – present
Typically assist customers visiting the retail hardware store with final purchases operating registers and credit card machines.  Cashiers field customer questions and concerns about policy, procedure, and personnel. Responsible for other tasks assigned by the management team, such as stocking, organizing, or cleaning.  By working alongside managers and sales associates, Home Depot cashiers work to ensure every customer enjoys a satisfying shopping experience.

Edwards Neils PLLC
Part Time Bookkeeping/ Accounting								08/2013 – present
Provide some of the maintenance tasks needed to keep the accounting system in order such as record deposits and withdrawals, account reconciliations, and financial report generation.  The firm uses the QuickBooks Online website to accomplish their daily financial record keeping. 

SAIC												03/2003 – 06/2013
Watch Officer											10/2012 – 06/2013
Part of a 24x7 team that rotated weeks tasked to assess and process messages.  To enhance the value of processed messages, provided additional research and information gathered and collected via Internet and internal government databases when necessary.

Terrorism Analyst										03/2011 – 10/2012
Ms. McRell’s work experience enables her to assist with tracking, identifying, and managing identity information on known or suspected terrorists from data entered or that is to be entered into the customer’s database.  When further research is required, Ms. McRell utilizes other data sources to search for additional information on known or suspected terrorists and then incorporates this factual data into the customer’s database.

Desk Officer											08/2010 – 01/2011
In this position, Ms. McRell provided both strategic and tactical HUMINT operational support against high priority targets.  By responding to official correspondence related to program operations, Ms. McRell coordinated program requirements with Customer HQS and overseas field offices.  Using various technical tools and information sources, Ms. McRell was able to evaluate counterintelligence (CI) concerns and track operational efforts.  Additionally, she prepared and briefed summaries/packets to both the Group and Division HQS panels for appropriate tasking approvals. 

Intelligence Media Analyst									10/2007 - 08/2010 
Upon receiving suspect digital media, Ms. McRell utilized the Customer’s proprietary forensic applications/software, and tools in order to surface relevant information.  Subsequent to acquiring the respective information, she conducted further research with the use of multiple databases.  Pertinent results from the forensic analysis and research were then compiled for reporting to IC stakeholders.  Ms. McRell composed the appropriate reports and coordinated all the results and communications through official correspondence.  This position required detailed research and forensic analysis of digital media primarily focusing on the PAK/Afghan region.  

Desk Officer (Special Program)								05/2005 – 10/2007
Although the position is listed as a Desk Officer, it was modified to support a special program and therefore was more directed in support of the respective program only.   Ms. McRell served as the primary communication conduit between the field component and the Customer's HQS.  She responded to official correspondence related to program operations and coordinated program requirements with corporate, Customer HQS and designated overseas field offices.  Weekly and monthly reports were created by Ms. McRell, which continually documented the status of the program.  Additionally, she assisted with organizing, coordinating, and participating in all aspects regarding meetings with Senior Foreign Liaison Officials meetings with the Customer as required.

Program Executive Officer (Special Program)							10/2004– 05/2005
While serving in this program, Ms. McRell coordinated a full range of requirements directed by the Program COTR and SAIC Program Manager.  Responsibilities included responding to official correspondence related to program operations and, coordinating program requirements with corporate, Customer HQS and overseas field offices.  Ms. McRell assisted in building and configuring Customer unique proprietary systems.  Additionally, she deployed overseas to provide system demonstrations to senior foreign ministry officials, and subsequent training and oversight for liaison line officers who would operate the system in a complex environment.   Ms. McRell also maintained the Customer’s Master Schedule and coordinated related meetings.

Software Configuration Manager (Special Program)						03/2003-10/2004
Ms. McRell maintained, controlled, and provided copies of software builds and documentation for testing by the installation test team.  In this position, Ms. McRell coordinated international travel and financial arrangements for all project members.  Additionally, Ms. McRell coordinated official correspondence for travel concurrence, country clearances and requirements for international team deployments.  Ms. McRell maintained the Customer’s Master Schedule; and coordinated, document and reported all minutes from Program Office meetings. 

BAE Systems
Lead Systems Analyst/Tester									07/2001 – 03/2003
As a Lead Analyst/Tester, Ms. McRell performed integration and regression tests for new releases/upgrades against established Customer system requirements.  This work supported one of the Customer’s more complex computer systems.  Through creating, maintaining, and updating both manual and automated test procedures, Ms. McRell could effectively determine if all the Customer system requirements met designated standards.  Ms. McRell wrote Discrepancy and Software Problem Reports; subsequently, all test results were documented in finalized test reports.

UNISYS Federal
Systems Analyst										03/2001 – 07/2001
Ms. McRell was a member of a technical information security team, which provided technical operations support, vulnerability assessments, information security, and cyber security to federal agencies.

Booz-Allen & Hamilton Inc.
Database Administrator									10/1999 – 03/2001
Ms. McRell was part of a team responsible for maintaining a cross-directorate, multi-dimensional, distributed database for the processing of the entire Agency’s budget cycles.  This position required a complete understanding of the Agency’s budget cycles, the interfacing systems, and the sequence of events involved in the Agency business process.  Ms. McRell was responsible for creating new client databases, distributing daily financial structures and data to individual client databases, and maintaining all the 70+ client databases.  As help desk requests were received daily, Ms. McRell processed these requests by recording, synthesizing and analyzing client problem/issues and providing both data related and programmatic solutions.  The help desk responses were mission critical since they were directly related to the U.S. Federal’s budget cycle.  Ms. McRell was involved with helping design and develop simple Oracle/Oracle Financial Analyzer validation/verification routines using Oracle’s Express language.  By using the Express language, Ms. McRell was able to develop and modify standard reports that supported budget officers, finance analysts, and management.  Furthermore, she produced written step-by-step processes and procedures regarding various Oracle/Oracle Financial Analyzer DBA functions.

INFODATA Systems Inc.
Test Engineer/Security Officer									04/1999 – 08/1999
Ms. McRell was responsible for writing a test plan for a Correspondence Control System.  This was a web-based system that managed all documents within an organization.  She also tested this system during the development stage to evaluate its performance.  Ms. McRell provided discrepancy reports and supported the engineers with the corrections.  Additionally, Ms. McRell acted in a security capacity responsible for DoD security clearance transfers and instituting a process for security transfers that enabled a smooth transition for personnel.

Central Intelligence Agency 									01/1989 – 04/1999
Systems Tester							       				       1997 – 04/1999
Ms. McRell performed integration and regression tests for new releases/upgrades for one of the Agency’s complex computer systems, against established Agency system requirements.  By creating, maintaining, and updating both manual and automated test procedures, Ms. McRell was able to determine if all the Agency system requirements met designated standards.  Ms. McRell wrote Discrepancy and Software Problem Reports; subsequently, all test results were documented in finalized test reports.  

Systems Integrator											1995 - 1997
Ms. McRell performed requirements research and analysis in support of the Agency’s Automation Program.  She also coordinated meetings between technical offices within the Agency, and reported the results of technology services representatives, and information management chiefs.

Security Operations Assistant										1989 - 1995
Upon receipt of a candidate’s Personal Security Questionnaire (PSQ) and/or the standard SF-86, Ms. McRell reviewed the candidate’s packet and initiated a LOA.  The LOA specifically outlined the requirements for investigators regarding their area of responsibility, background scope, and specific coverage identified in the SF-86.  Ms. McRell also conducted National Agency Checks for U.S. government personnel, and maintained daily liaison interactions with other U.S. government agencies, including the White House Executive Branch.  She maintains a thorough knowledge of personnel security procedures for both CIA and other associated agencies.  As a Customer Service representative in the Investigative Division, Ms. McRell assisted with responding to any Division issues.  She was also required to maintain the office databases that stored all the background investigations reports submitted by over 120 investigators when all US field offices were closed.

EDUCATION:

Strayer University 1997 – 1998
Degree:  BS - Magna cum laude
Major:  Computer Information Systems

Northampton County Area Community College 1982-1984
Degree: Associates Degree in Business Administration                 

COMPUTER SKILLS:

Proficient in Microsoft Office Suite, Lotus Notes, and various classified unique Customer databases
Work experience using Oracle/Oracle Financial Analyzer, WinRunner, LoadRunner, and Paradox
Experience by education in C/C++, OOP, Visual Basic, ORACLE, PL/SQL, PL/1, UNIX, and Documentum

