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PROFESSIONAL EXPERIENCE

 Implementation Specialist Senior-Intrado

August 2002 to May 2013

· Suggest call routing of 9-1-1 calls to different Public Safety Answering Points for multiple Wireless Carriers

· Send maps of Cellular towers and their coverage 

· Send and receive approval from the Public Safety Answer Points to answer calls in that location and ensure information is put in the database as it will display on the screen at the Public Safety Answering Point  

· Serve as first-line point of contact for Customers and Public Safety Answering Points for 

· Resolve differences in addressing display formats and 9-1-1 call routing  

· Create and maintain relationships with many different points of contact in many different agencies of Public Safety

· Maintain the master list of available non dial-able phone numbers for the State of Iowa.
· Schedule and send meeting makers and tickets for new Nebraska maintenance sites

· Suggest changes and implement changes to Process Improvement team documents    

Special Accomplishments

· 2004 developed a process and  led an effort to Audit and correct the coordinates of every single Nextel cell tower.  I received the El Diente Award for my leadership roll and launching and driving the project to completion. 

· 2007 Received a Model the Way award for the Commercial Location Based Services launch. This was a brand new product and the data had to b be cleaned and entered on a massive scale. 
· 2009 was the recipient of the Model the Way Award for Outstanding  Customer Service

Administrative Assistant-Intrado 




Feb. 2001 to July 2002

· Administrative Assistant for several Directors and general Administrative Assistant to the Wireless Business Unit.  
· Issue purchase orders for software and order office supplies for a business unit of over 150 people

· Coordinate location and computer set up for all new hires for the business unit
· Secure meeting rooms, set up virtual as well as off-site meetings and maintain calendars for several Directors in the Wireless Business Unit. 
· Prepare presentations and documents for the Directors and Managers
· Arrange travel and accommodations for the Directors, Managers and others
· Prepare, check, log and deliver expense reports for the Business Unit
· Arrange catering and services for Executive offsite meetings and Employee events
Client Service Account Associate- Centrobe Inc. 


Feb. 1999 to Feb. 2001

· Primary contact between major publisher and all departments within Centrobe doing label fulfillment and printing services.
· Help publisher manage stock levels, build tests of marketing strategies and analyze test results  

· Successfully set up configurations that enable publishers and vendors web sites to transmit orders and set up out bound broadcast email programs for this publisher 

· Communicate with outside vendors and suppliers on publisher’s behalf to ensure processing guidelines are met

· Communicate instructions to processing areas for direct mail and special promotions

· Develop, implement, and document new programs for publishers

· Requires excellent problem solving skills and communication skills 

Project Manager-Advance Direct




Oct. 1998-Feb. 1999

· Prepare quotes from proposals of service

· Review Purchase Orders and prepare print projects and direct mail ventures for high volume customer

· Communicate with the customer, their vendors, and other suppliers to determine the best pricing possible and resolve all issues through delivery 

· Require strong problem solving skills and good organizational skills

Client Service Account Associate-Centrobe Inc. (same as above)Nov. 1994-Oct. 1998

Client Service Coordinator-Centrobe Inc.



Aug. 1991-Oct. 1994
· Prepare, review, code and balance updates to subscriber files of large publisher 

· Ensure all mailings met publishers and postal requirements  

EDUCATION AND SPECIAL SKILLS

· Bachelor of Science degree in Business Administration from the University of Northern Colorado  - under maiden name of  Michelle Fargo
· Areas of emphasis include Accounting, Marketing, and Communications
· Am proficient in the use of Windows, Excel, Visio, Arc View and PowerPoint 
