Carrie S. Roberts
705 Bray Central #9304, Allen, TX 75013 

972-740-7711 Mobile; carrie.w.roberts@att.net

SUMMARY
Project management professional that is experience and self motivated. Detailed oriented with excellent organizational, communicational and computer skills. Possess the ability to multi-task in a fast-paced environment. Advance Microsoft Office knowledge with a programming background and analytical skills.

PROFESSIONAL EXPERIENCE
Airband Communications, Dallas, TX 

Project coordinator/Service Delivery
  
        

                              
· Project management of assigned orders from order receipt to installation of wireless/wired VoIP customers

· Order entry and management for all new orders for VoIP, SIP, LNP, MACD’s, TF, e911, wired T1 circuits, wireless circuits, MPLS and IP/VPN products

· Coordinated and worked with the customers and technicians on installations of wireless/wired circuits ensuring seamless installations

· Switch translations to customers specifications within the Genband and Broadsoft switches
· Schedule installations, site surveys, IP assignments
· Provided technical support to customers and co-workers

·  

XO Communications, Dallas, TX 

Provisioning/Exception representative 




  
· Order errors – created orders for new telephone numbers, disconnect of installed number and attach to appropriate orders
· Processed customer’s changes and cancels received in system
· Line Service Requests to Local Exchange Carriers for porting telephone numbers
· Number subscription builds, activations and trouble resolutions retrieving concurrence and clearing conflicts in a national database
· Create/maintain spreadsheets for management
· Database creation and maintenance using Microsoft Access
Airband Communications, Dallas, TX

Project Coordinator/Service Delivery                      
 


· Project management of assigned orders from order receipt to installation of wireless/wired customers

· Enter orders received and verify all information is accurate and complete
· Coordinated and worked with the customers and technicians on installations of wireless/wired circuits ensuring seamless installations

· Switch translations to customers specifications within the Tekelec/Genband switch
· Schedule installations, site surveys, equipment returns, IP assignments

· Customer Support: answered customer calls and made any changes to switch configurations such as Auto Attendant or Dial by name
 

TECNet, Inc., Garland, TX
Project Coordinator/Provisioning 




                
· Organized and provisioned all types of circuits across network
· Circuit provisioning for DS3’s, DS1’s and POTs

· Created and submitted Access Service Requests for access from CLECs and ILECS
· Worked with and supported field technicians, customers, vendors and sales on installations, disconnects, grooms and hot cuts of circuits
· Created spreadsheets and reports for management and database with daily switch activity
EDUCATION
Collin County Community College, Plano, TX.



            
Associate of Applied Science: Visual Basic.Net
Certification: Database Development
Kilgore Junior college, Kilgore, TX.





        

Core curriculum classes towards computer science degree
 
COMPUTER EXPERIENCE
	· Advanced skills in Microsoft Office


	· Database programming in Access, Oracle and SQL



	· Software programming in the VB.Net environment


	· Webpage programming using ASP.Net as well as XML & HTML
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