MOUSHMI  PARIKH

moushmi.parikh@hotmail.com
703-599-7673

PROFILE: Currently working as IT Project Coordinator/Analyst with over 3.5 years of experience who is self motivated, talented, skilled, dynamic and reliable with an excellent work ethic. 
KEY COMPETENCIES: A Computer Engineering Graduate with over 4.5 years of work experience in the Education and IT industry.

More than 4 years of Volunteering experience as a Technical Recruiter, Customer Service Representative/Office admin, Library Assistant and Software Developer. 
PROFESSIONAL Experience:
June 2010- Till Date 

Federal Reserve Information Technology, Richmond

Location: Richmond

Role: Project Analyst (PA)
· Working as Project Analyst supporting multiple projects within Enterprise Access Management 
· Responsibilities include working with Project Manager, technical resources and all stakeholders to assess and track project deliverables to meet all security and quality objectives
· Assisting Project manager identifying Risks and Issues. Track Risks and Issues and maintain Risk-Issue Log

· Tracking Budget to ensure that the assigned project is completed within the approved budget by generating reports from Clarity. Also tracking Portfolio Budget
· Follow the FRIT project life cycle processes and ensure all pertinent documents are submitted. Maintaining and managing central repository for project documents
· Creating weekly Project Status Reports
· Assisting Project Manager and Program Manager to prepare power point presentation for Executive Staff Meetings 

· Scheduling meetings and documenting meeting minutes and tracking Action Items to closure

· Participate in JAD sessions and help the team resources gather requirements

· Create and maintain Project Plan and Project Schedule
· Served as point of contact for Vendor partners
· SAFR (Security Assurance for the Federal Reserve) certified
Jan 2010- May 2010 

WellPoint-Anthem
Location: Richmond

Role: Project Coordinator (PC)
· Working as Project Coordinator for ERISA (Employee Retirement Income Security Act) 5500 Federal Mandate Program and Health Care Reform Project
· Responsibilities include following up with teams to maintain and update the Project Plan- WBS using MS Project 
· Presenting updates in Daily meeting and calling out risks that might impact the project implementation dates 
· Generate report from Clear Quest and update UAT defect log daily 

· Support PM in PlanView Activities

· Assisting Program Manager in Kick off activities for Health Care Reform Project- Setting up Share Point site, Scheduling meetings
Feb 2008- Jan 2010                                                        

Capital One

Location: Richmond

Role: Project Coordinator (PC)

· Supporting multiple projects within the Enterprise Customer Management organization 

· Participating in Sprint planning sessions and maintaining Daily Burndown charts (Velocity) for Agile projects 

· Maintaining all Project updates using Clarity 

· Run various reports within Clarity for budget tracking, shared amongst various stakeholders 

· Assist with the resource on-boarding process 

· Work with Project Managers to maintain Project schedule/plan using MS Project. Actively tracking Project risks and issues 

· Assist Project Managers in documenting  various project artifacts and monitor SDM compliance 

· Set up accesses for resources to various environments/regions such as Development, Integration & QA

· Schedule and anchor  project meetings, capturing meeting minutes and tracking action items to closure 

· Coordinate with Project Managers to submit project and portfolio status reports  

· Maintain documents in Central repository (KnowledgeLink)
· Help the Release manager process by submitting Work orders using HP Service Manager 

· Worked as an Intake Coordinator processing work requests from various lines of businesses using Serena Mashups 

· Coordinated between the business customer and the delivery teams to gather additional information where required 

· Worked as a Program Coordinator assisting the Program Manager with day to day activities, coordinating across multiple project teams 

· Maintained the Share Point site for the Program 
· Review Vendor SOW and submit forms to set up the new work request order in SPro
Nov 2006- Jan 2008       

Global Enterprise Management Solutions

Location: Reston, Virginia

Role: Technical Recruiter
Global Enterprise Management Solutions (GEMS, Inc) is a management consulting, technology services and outsourcing company with a distinguished and wide spread client base

· Worked with Senior Manager for understanding the skills required by the Clients for open position

· Leveraged knowledge of using resume databases including various job boards and internal databases.

· Owned full-cycle recruiting from identifying, interview, offer, negotiation and closing for assigned requisitions

· Responsible for checking references, negotiating terms and rates for each project, coordinating the interview process

· Developed business with small, medium, and large companies and corporations for staffing solutions

· Coordinated various training programs for candidates

June 2004-Sept 2006                                 

All Variety Services Co.

Fairfax, Virginia

Role: Admin Assistant /Customer Service Representative (Volunteer)
A.V.S is an Appliance/ HVAC Service company serving Northern VA, DC and MD.

· Answering phone calls, assisting Customers with Service/Sales queries

· Scheduling and maintaining appointments for Technicians Visits using the application- Service Desk

· Involvement in Sales process viz. providing estimates, negotiations and closing on purchase and installations of equipments

· Assisting in Office administration activities 

· Accounts (Invoicing/billing)

· Filing

· Cash/Checks handling

Feb 2004-May2004                                 

Orion Security Solutions

McLean, Virginia

Role: Developer (Volunteer)
Orion Security Solutions is an IT/ Development firm serving their excellence to Large Clients.

· Contributed to  several documentation preparation tasks using several tools, including Microsoft Office- MS Word, MS Excel

· Assisted with several software development-related tasks using Microsoft Visual Studio.Net 2002 and related tools

· Configured Microsoft operating Systems per the Department of Transportation Lockdown guidelines

Sept 2003–Jan 2004                         

Westgate Elementary School  

McLean, Virginia 
Role: Library Assistant (Volunteer)
· Assisting school staff in managing school library 

· Participating in SACC (School Age Child Care) 
May 2003 – Aug 2003                     

St. Joseph Central School 

Mysore, India

Role: Computer Teacher 

· Part of teaching staff teaching computer subjects

Aug 2001–May 2002                                         

M.I.E.T Engg. College


Gondia, India

Role: Lecturer-Computer Science 

· Member of University level Evaluation Committee

· Part of course setting team at University level

· Part of university paper setting team

· Taught complex subjects like Systems Programming, COBOL etc. to student base of 150

· Administered and organized Computer Exhibition at college level

Oct 2000–June 2001                                                 

Sayone Seas Infotech

Nagpur, India

Role: Software Engineer 

· Designed and Developed various application software for retail business

· Responsibility covered managing office work and development

August 2000– May 2001                                                   

S.M.V College

Nagpur, India

Role: Lecturer 

· Assisted in managing computer lab. Which conducting practical for students

· Taught subjects related to Computer technology curriculum

Technical Skills

Operating Systems: DOS, Windows2000, Win98, WIN95
Computer Languages: FORTRAN, Pascal, COBOL, C, C++, Visual Basic 6.0, Java, JavaScript, HTML, DHTML
Databases: MS-ACCESS

Software Tools: MS-Office (Word, Excel, PowerPoint, MS Project, Visio), MS-FrontPage
Clear Quest, Clarity, Plan View, 

Education

Bachelor of Engineering. (Computer Technology)- 1996–2000 
Nagpur University (India)
