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MARY E. PITTMAN

USA address:

120 Old Trace Road, Madison, MS 39110 

Cell:  769.798.1752 

E-mail address:
oldmisshouse@yahoo.com

EXPERIENCE:
A multi-faceted designer and writer of policy, procedure, training and curriculum projects; trainer and coordinator with over thirty years of experience in developing and presenting training workshops and classes to diverse populations of adults and students; over three years experience in mass media development; and two years in coordinating management projects.


DESIGNING, WRITING AND IMPLEMENTING TRAINING OR PROCEDURAL PROJECTS 
Writer—Created manuals and guides from inception to implementation:

· Evaluated the effectiveness of approximately eight existing training manuals with a team of professionals and developed new instructional methodologies and formats for them.
· Established uniform training content format for the table of contents, facility and materials required, objectives, competencies, references, appendices items, PowerPoint slides and test questions for assessing competency.

· Researched using both internal and external technological resources; wrote and edited content to create or reformat manuals and guides; and insured drafts, revisions and final products were accurate and error free.

· Researched, designed and created a Cultural Competency Guide—Part One and Two for approximately sixty-three countries and various religions around the world; Cultural Competency—The Basics, a facilitator’s manual; Introductory Module—Cultural Competency for new hires in the field of social work; On-the-Job Training Guide—New Social Workers in the Field; and Safety Guide—Health Related Issues and Office Safety.
· Communicated and interacted successfully with stakeholders to organize, write and present workshops. For more than two years I worked with staff from the Administrative Office of Courts (which assists in the efficient administration of the nonjudicial business of the State’s court system) and the Division of Family and Children’s Services to develop a yearly training project for social workers in the field.
· Developed evaluation feedback forms for workshops and conferences, tabulated evaluation results and wrote evaluation summaries.

MASS MEDIA DEVELOPMENT 
Communications Specialist:

· Conceived, researched, designed layout and created a monthly electronic newsletter using Microsoft Publishing for dissemination to over 1,000 staff email accounts.

· Edited all newsletter submissions by senior and field staff for content, punctuation, grammar, etc.

· Coordinated monthly schedule for article submissions between various units/departments, alerted staff of deadlines and assisted with various technical problems pertaining to article submissions.

· Designed and created brochures, postcards, and guides for conventions and for agency promotional purposes.

· Created email blasts with pdf attachments through ConstantContact.com.

· Managed the Cisco Webex Meeting Center—virtual meetings as the Site Administrator.
· Managed an Advanced Practice Registered Nurses’ listserve.

COORDINATOR OF MANAGEMENT PROJECTS 
Council on Accreditation (COA) Coordinator:

· Managed project timelines, deadlines and layout demands effectively without delay.

· Scheduled interviews, meeting protocol, equipment and supplies and arranged accommodations for approximately 30 senior staff to meet with four COA representatives across the state quarterly. 

· Worked on multiple projects simultaneously to meet tight deadlines. 

· Participated in work group meetings to develop policy and practice guidelines.
· Drafted surveys for gathering data related to conferences and job satisfaction.

Coordinator of the Advanced Practice Registered Nurse Council (APRN):
· Planned, organized and implemented town hall meetings. 

· Gave talks on legislative and Advanced Practice issues.
· Planned and organized Advanced Practice meetings and created attendee packets.
· Worked in partnership with pharmaceutical companies to plan and organize APRN “Nite Outs.”

· Worked with the organizational team in planning, creating and hosting the annual APRN Convention and the Mississippi Nurses’ Association Annual Convention.
KEY PROFESSIONAL SKILLS
Technical Skills:

· Prepared Microsoft PowerPoint presentation materials for staff and as a visual aid when developing content. 

· Scanned hardcopy training material and used E-copy/OCR to convert existing material to Microsoft Word for reformatting and updating.

· Published/unpublished information on the Mississippi Nurses’ Association website as needed.
· Gained proficient knowledge of Microsoft Office Suite (Access, Excel, PowerPoint, Outlook, Publishing & Word), First Class and other email formats, and have begun working with GIMP.

· Gained proficient knowledge of Blogs and Furls and conducted intensive Internet research for queries and writing projects on a routine basis.

Communication and Organizational Skills:  
· Communicated information with other interdependent team participants using a wide range of communication technologies (First Class, Outlook, E-mail, PowerPoint, Conference Calls, Virtual Meetings, Handouts and/or Presentations).

· Wrote letters and papers in a clear and concise manner using effective organization, attention to minute details, logical sequences, visuals and other key elements as required.

· Worked without direct supervision as needed on projects successfully and within time-limited parameters.

International Skills:
· Supervised individuals from international cultures with varying degrees of work expertise and English language proficiency in meetings, training sessions and daily projects.
· Demonstrated initiative and ability to take risks, to exhibit flexibility and to develop adaptability techniques while comfortably working and socializing within international, multicultural situations and environments.

· Assimilated, analyzed and evaluated information as a result of independent or group research for strategic planning.

· Acquired knowledge of international cultural etiquette and developed minimal language skills.
PROFESSIONAL CAREER:
Mississippi Nurses’ Association





Madison, MS





Coordinator of the Advanced Practice Council & Publishing 2011 to present
Mississippi Department of Human Services





Jackson, Mississippi





Curriculum Designer and Communications 2008 - 2011
Seven years of international work in US Embassy related private schools in Kuwait, Russia and Tunisia
Law Offices of Wayne E. Ferrell, Jr., PLLC





Jackson, Mississippi





Legal Assistant
Taught elementary education, wrote curriculum & conducted and worked collaboratively on projects for many years
EDUCATION:


University of Southern Mississippi, Hattiesburg, MS
Master’s in Special Education, Gifted Ed. Emphasis, 1994

University of El Paso, El Paso and other accredited institutions
Course work encompassed business, marketing, Special Ed., and fine arts 

(32 semester credit hours) 1988-2003

Eastern Oregon State College, La Grande, OR

Bachelor of Science in Education, 1974
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