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Audrey Michael 
4040 Coal Springs CT, Apt 3B, Glen Allen, Virginia 23060
804-519-0376 • amichael0711@gmail.com
Professional Summary
	
[bookmark: _GoBack]Progressive professional Business Systems and Research Analyst with 7 plus years of work experience. Proficient with Adobe Acrobat, SharePoint, PowerPoint, Microsoft Outlook, Microsoft Word and Excel Spreadsheets for reporting purposes, data analysis. Excellent oral and written communication skills, research skills and fact finding data analysis professional. Excellent listening skills to resolve customer concerns and requests effectively and accurately. Strong regulatory and compliance background work experience.

	

	


PROFESSIONAL EXPERIENCE
WellPoint • Richmond, Virginia 23230, 10/2005 - 12/2011
Healthcare – WellPoint is one of the nation’s largest health benefits companies, with 34 million members in its affiliated health plans and more than 65 million individuals served through its subsidiaries.
Position Held
Business /Research Analyst 
Performs daily monitoring and quality control to stay abreast of federal and state compliance/regulatory laws as it applies to WellPoint licensing providers, and advise management of the impact on our function as a whole. Demonstrated competency in verbal and written communications and interpersonal understanding. Demonstrated ability to research and understand customer issues. Demonstrated ability to establish and maintain a high level of customer trust and confidence in the Information Technology team's knowledge of and concern for the customer's business needs. Demonstrated organization and planning skills that include the ability to handle multiple deadlines and associated pressures, and to manage work. Demonstrated competency in analytical and logical thinking. Demonstrated ability to identify and solve problems. Demonstrated ability to create a network of relevant individuals to solve operational problems. Demonstrated ability to achieve results through others. Experience in the adaptation to and the application of rapidly changing technology to business needs. Achievement orientation.   
Responsible for maintenance of informational tools by revising outdated compliance and regulatory information used as a reference resource by team and all levels of management. Utilized Adobe Acrobat for mapping of new applications to be loaded into the software program and forwarded to IT for loading. Execute the tasks as defined in the project plan in order to achieve the project goals. Manage changes to the project scope, project schedule, and project costs using appropriate verification techniques in order to keep the project plan accurate, updated, reflective of authorized project changes as defined in the change management plan, and facilitate customer acceptance. Worked directly with ELT and associates to resolve compliance issues or potential risks in regards to audits.
Acts as liaison for application testing and software functions, development and resolved problems directly with the IT department. Coordinates and manages the development, approval, implementation and compliance of on-going process. Ensures that the process meets the stated objectives to meet business needs of the organization. Researches applicable subject matter practices and remains aware of industry trends and compliance requirements. Organizes and communicates special projects effectively.
State Corporation Commission • Richmond, Virginia 23219, 03/1999 – 10/2005
Regulatory Compliance –The State Corporation Commission is vested with regulatory authority over many business and economic interests in Virginia. 
Position Held
Senior Office Analyst – 
Prepared concise and accurate written/typed summaries and reports of all and any new laws/regulations; communicated results and effects on businesses, researched and compiled reports for analysis, edited and reviewed regulatory reports, in reference to managed care, Insurance data for final review and submission to the General Assembly, demonstrated working knowledge of laws/federal and state codes pertinent to the insurance industry and the effects on businesses that are governed by the SCC/State/Federal entities.
Compiled outreach packets for presentations and training programs to inform consumers.
Responsible for case management and data entry of new cases filed as well as responsible for timely completion and submission of legal disposition/order and reports, coordinated official hearings as well as assisted attorneys with preparation of cases to present to the judges, analyzed data received from attorneys and prepared fact-finding information reports for senior level review.

USAR GEROW Center • Fort Lee, Petersburg, Virginia • 10/1984 – 10/1992
U. S. Army – United States Military Branch 
Position Held
Human Resources/Generalist – HR Generalist duties, New hire orientation, recruiting outreach, job fairs
Assisting in supervising a variety of programs and policies regarding employees such as advertising job positions, recruitment, processing applications, verifying employment, separation, contracts, and compensation schedule in compliance with organization’s policies, contracts, laws, and agreements. Interpreting various written materials such as transcripts, employment records, references, employment regulations, and education codes. Communicating with other departments, employees, applicants, administrators, and staff provide information and assistance regarding recruitment, transfers, employment, personnel records and legislation. Assisting in scheduling various meetings and employee programs and events in compliance with department needs. Conducting employee orientation programs like introducing personnel, employment benefits, payroll, assisting in filling of enrollment forms. 
Providing written references, conveying information through developed written materials such as forms, brochures, procedures, and pamphlets required for documentation activities. 
Ensuring the accurate information reflects in payroll database, verifying, and providing inputs regarding data and pay changes. Informing applicants and employees regarding various programs and procedure requirements such as tenure, hours of work, benefits, general work expectations, and time off. Preparing invoices and payment related to payroll reporting. Supporting new employee orientation programs, notifies employees on health, dental, medical, and compensation benefits. Maintaining confidentially concerning personnel actions, legal actions, termination and non-renewal documents, and organizational plans. Collecting information on benefits, salaries, and issues regarding contract negotiations. Providing recommendations to the Director of Human Resources on training programs, trouble areas.

					EDUCATION
MBA, Business/Human Resources Management, Strayer University Glen Allen, Virginia  23060    
BBA, Business Administration and Management, Strayer University Glen Allen, Virginia 23060   

     
