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Objective: A logistics specialist with proven organization experience, knowledge of business requirements, and project handling seeking a long term career position in the private sector.  
Sevatec, Inc. 





Washington, DC
Lead Training Coordinator



October 2011-present

· Serve as the on-site liaison for NASA Headquarters Office of Human Capital Management (OHCM) training and development programs and workshops. 
· Support the extensive Senior Executive Service Candidate Development Program (SESCDP) by informing center points of contact about the selection process, updating Participant Overview, coordinating video teleconferences (ViTs), make arrangements for participant interviews, and provide on-site support.
· Moderate and maintain the Leadership Management and Development and NASA Training Officers, and Organizational Development list serves; managing and updating website content (NASA People/HR Portal) ensuring accuracy and maintenance of Agency programs and course schedules.  
· Initiate, coordinate and/or participate in all efforts to publicize and promote NASA activities, services, and events.

· Processes completed coaching engagements while utilizing Coaching Director system and forward the required information to be input into SATERN.
· Collaborate with personnel at various levels to include Program Managers, Training Officers, and other civil servants and contractors.

Sevatec, Inc. 





Arlington, VA

Training Support Specialist



November 2007-October 2011
· Provide logistical support of the 120+ training events per year ranging in length from 2.5 days to two weeks with 15-100+ participants.

· Corresponded with NASA centers to ensure all course requirements are met, to include training room set-up, audio-visual, food and beverage, and lodging.

· Prepared and provided handouts and meeting materials, including biographies, agendas, participant lists, presenter lists, name badges, table tents, evaluation forms and certificates of completion.

· Utilized learning management system (SATERN) to manage enrollment, advertise courses, and process course evaluations. Provides back up support as the Deputy SATERN Administrative Lead. 
· Provided lead logistics support for the annual NASA Executive Summit by managing the 500 + attendee list, working closely with the NASA Program Managers, and organizing conference materials and biographies.
· Led the logistics support for the annual Agency Honor Awards by managing the 125 + attendee list, working closely with the Program Manager, and organizing medals and plaques.

· Utilized an internal database to track and collect participant information and run reports.
· Processed course evaluations and generate reports for client in order to collect feedback and make necessary changes for next course offering; continuously earned an average rating of 4.5 on employee surveys distributed upon the completion of each course.
Washington Plaza Hotel



Washington, DC

Catering Coordinator




April 2007-November 2007

· Worked closely with clients by following up with them and identifying last minute needs prior to function.

· Professionally responded to customers and forwarded leads to sales managers from the Washington DC Convention and Tourism Corporation website.

· Input meeting room rentals and catering revenues into hotel database.
Weichert Realtors




Bethesda, MD

Regional Marketing Assistant



February 2005-April 2007

· Developed various promotional campaigns for annual company events that attract 500+ attendees as part of a marketing team.
· Answered calls prompted by area offices regarding real estate advertisements and acted on the calls accordingly.
· Supported events by processing participants at check-in, registration and providing on-site support at company events.
· Prepared variety of promotional materials and programs for events to include the Annual Summit, Year of Service Awards, and Annual Picnic. 
· Maintained accurate and up to date information for over 200 real estate listings.
· Prepared report on a weekly and monthly basis of performance financial statements.
Association of Trial Lawyers of America                     Washington, DC
Product Promotion Assistant                                            January 2003-August 2004

· Responded to inquiries from ATLA members regarding purchase of association products and services via email, website, fax and 800-number.  

· Arranged the set up of product training and providing collateral materials and logistics coordination for external and internal stakeholders.
· Developed and maintained an in house law library to support timely research initiatives. 
Virginia Credit Union 



             Richmond, Virginia
Marketing/Public Relations Intern
 

January 2000-August 2000 


· Recruited 75 members for student run branch at Mary Washington College. 

· Coordinated special events promoting credit union services directed toward new and existing credit union members. 

· Wrote 20 press releases generating favorable publicity and increased visibility for the credit union in an eight-month period under daily deadlines.
Education: Virginia Commonwealth University, Richmond, Virginia 

Bachelor of Science, Mass Communications/Public Relations, August 2000

Computer skills: Microsoft Office (Word, Excel, Power Point, Windows), Delphi/SMS
Certifications: Events Management Certificate, Prince Georges Community College May 2007. 
