Sharon Richardson

1753 Elbert Drive, Roanoke, VA 24018

904-703-4428

sdrich10@yahoo.com
Mature professional Program/Project Manager seeking a full-time position within the Roanoke area, where I can utilize my core strengths and skill sets to work within a progressive company where I can continue to grow personally and professionally.

CORE STRENGTHS

(  Relationship/Building
( Strategy, Execution & Analytic's  ( Cost/BudgetManagement

(  Results Driven/Action Oriented
( Database Marketing                       ( Problem Solving

(  Leadership/Sound Judgment        
( Training & Development
( Print Production
(  Process Improvement/Efficiencies
( Quality/Change Management       
( Channel Development
(  Creative Development
( Agency/Vendor Management
( Project/Program 
*  Purchasing/Invoice processing
* Inventory Management
   Management



PROFESSIONAL EXPERIENCE

Project Manager, Market Research

Bank of America, Charlotte, NC (Contractor)


    June 2011 to February 2012

Develop and communicate market research survey study business requirements by instructing programmers in execution of coding through shipment of output files by the established due date, insuring adherence to all data governance rules and regulations.

Manage the monthly Ecomm production queue by obtaining, tracking and assigning resources to each project business requirements prioritized for monthly execution. 

Perform audit of SQL and SAS coding to ensure accuracy of campaign.
Project Manager, Targeting Solution and List Execution

Bank of America, Charlotte, NC (Contractor)


       Sept 2010-June 2011

Provided on going support for deliverables follow-up, change controls and tracking of critical dates ensuring successful implementation of Customer Solutions Migration Pilot conversion of DDA accounts, converted to a fee structured product derived by deposit amounts. 

Managed ad-hoc data processing campaigns by developing business requirements and performing selection and segmentation coding in Unica to successful output of files.
Developed and tracked ad-hoc PTF change requests through implementation, to ensure vendor adherence to service level agreements.  Utilize Business Objects for report generation.
Project Manager, Database Marketing Campaign Execution


Bank of America, Charlotte, NC (Contractor)



Feb 2010-Sept 2010

Managed the Phase 1 transition of the global marketing prospect database infrastructure to new processor within scope and timeframe.

Developed, monitored and tracked project status execution development from parallel testing through transition launch. 
Developed and implemented file transfer tracking/reporting, assuring adherence to Data Governance policies.
Performed pre-versus-post transition campaign variance analysis and identifying root cause of discrepancies.
Developed and communicated development, segmentation strategies and campaign requirements for Reverse Mortgage campaigns.

Performed extensive auditing of vendor reporting through all phases of parallel testing to execution, from input file conversion, addressability, Householding, modeling, segmentation, cell creation through output.

Maintained Data Governance logs of all incoming and outgoing file transfers to and from the new vendor to ensure partner/prospect sensitive data was transferred within the guidelines of corporate privacy policies and OCC regulations.

Assisted in the development and implemented of service level agreement policy and procedures from file download, campaign execution through delivery and developed.  

Developed drive calendars for weekly and monthly campaigns execution, incorporating all steps from input to file output. Created and submitted project change requests and ship file tickets through vendor proprietary system.

Developed and managed the business requirements change management process by documenting and communicating all changes to internal/external stakeholders, performed audit validation, tracking and implementation confirmation.  

Provided training and delivery recommendation to vendor using the train the trainer concept. 

Marketing Program Management Manager, Campaign Planning & Management 



Citigroup, Jacksonville, FL






2004-2009

Developed and led a team of specialist and senior specialist in the timely execution and flawless delivery of credit card life cycle end-to-end product management, online/offline cross channel, cross departments and cross division acquisition credit card marketing strategy campaigns and value propositions. 

Developed and facilitated training sessions to new business partners, cross functional groups and senior executives using train the trainer PowerPoint presentations. 

Oversee the on-going planning and allocation of staff resources and work assignments, drive calendar development, project tracking/reporting, workflow management, issues management, process management, automation and process streamlining, customer/client communications, creative/copy write management, and offer configuration. 

Developed and implemented change management process based on updates to project requirements, per revised strategic direction. Documented, tracked, audited, validated and implemented all project updates, by communicating to all functional areas of impact, gaining agreement from all stake holders to ensure implementation exceeded OCC Federal regulations.

Cultivated strong working relationships through daily collaboration with cross function teams and senior executives across multiple sites in the planning, development and delivery of all aspects of campaign management from creative development through launch.

Conceived, developed and implemented, improved execution and disseminated best practices across the credit card division reducing error rate by 100% for ecommerce campaigns increasing ROI and revenue goals. 

Senior principal subject matter expert, lead liaison with internal/external functional departments, vendors providing issue resolution and sponsorship of new projects to enhance current processes and to exceed SLA’s.

Orchestrated daily, monthly and quarterly risk audits, ensuring adherence to operation procedures, OCC rules and regulations.

Developed communication plans for each project defining project needs/requirements in order to meets deliverables addressing: elements of the program, product/treatment P&L, competitive and market intelligence gathering process, end-to-end and operational readiness, uniform key analytics and metrics to support management.

Develop and maintained clear and concise departmental function procedures/system requirements,  in collaboration with cross functional areas and user groups, incorporating best practices, and obtaining approval from senior management and skate-holders.

Assistant Vice President, Database Marketing Manager



         

Citigroup, Wilmington, DE






2001-2004

Managed a group of specialist in the execution of key areas of credit card list processing, data mining, forecasting lead distribution, prospecting database market research and segmentation of direct mail and email campaigns.  

Develop concise program business requirements and obtained stakeholders approval prior to execution to ensure compliance. 

Provided strategic direction to Marketing and mid and senior level managers to increase lead generation for direct mail and email campaign initiatives.  

Directed management regarding technical and business insights used to develop business plans and strategies.

Developed and facilitated training sessions to new business partners, cross functional groups and senior executives using train the trainer PowerPoint presentations.
Implemented a monthly-unified credit bureau extract encompassing numerous product credit criteria’s resulting in per record cost reduction.

Developed communication plans for each project defining project needs/requirements in order to meet project deliverables by the established deadline.
Reinforced and educated cross-functional teams regarding processing procedures and credit policies to ensure all campaigns were executed and fulfilled properly per specification.

Conducted extensive audits on all campaign reporting utilizing proprietary systems, SQL and SAS reports to ensure the adherence of banking rules and regulations and credit policy requirements.

Coordinate/Scheduled secured guard carrier to ensure sensitive data tapes were picked up and delivered to designation within a timely manner with no lost of information.

Settlement Manager, Conversions

MBNA, Newark, Delaware






1999-2000

Managed a group of twenty-one specialist is the daily settlement of converted credit card account transactions.  
Managed the issuance/receipt of multi-million dollar settlements wire transfers and ACH clearing house transactions. 
Managed the clearing of monthly department GL ensuring no exceptions were identified.  Managed the hiring and corrective action of each employee, providing weekly coaching sessions and quarterly evaluations.
Purchasing Inventory Manager
PNC National Bank, Wilmington, DE





1994-1999

Managed the submission of purchase orders within propriety system, submit orders to vendors, track production and delivery to third party vendor.  

Performed on press proofing of all credit card plastic and paper fulfillment inventory.

Managed inventory, invoice reconciliation and RFP process for multi-million inventories.
Verified receipt of plastic inventory to vendor’s vault for validation and reconciliation purposes. Coordinated and scheduled security vendor for credit card plastic shipments to vendor.
Worked closely with Visa/MasterCard representatives in the closing and flagging of credit card BIN information to ensure fraudulent transactions could not be authorized.
Senior Purchasing Buyer

Chase Manhattan Bank, Wilmington, Delaware 




1992-1994

Performed material research for printing, paper and office materials.  

Managed the development of RFP process per departmental and legal requirements.  

Submit request for bid to various vendors for consideration and award contract. 

Manage the on going relationship with outside vendors ensure service level agreements are met. 

Create and submit purchase orders for all materials and performed invoice reconciliation for payment based on contractual agreement.

Corporate Training: 
Targeting Selection, Influencing Skills, Leadership Management Training, Sound Judgments, Change Management, Fair Lending, Protecting your Privacy, Banking Rules and Regulations, Balance Transfer processing, Internet Process and Procedures, Project Management, Risk Management and SAS, etc.

Computer Knowledge:  Proficient: PC and Apple Office Suites 
Basic:  SharePoint, Cognos and PeopleSoft


Working knowledge:  FTP, Content Management Systems, Atlas, SAS,  Purchase Order Systems, SQL, HTML and Unica, Business Objects





Platform Knowledge:   FDR (First Data Resources) and IBS (Information Business System)

Additional Knowledge: Creative development and print production. Purchasing of print materials, RFP process.

