April 2, 2012

Brian Shaughnessy

7154 Velvet Antler Drive

Midlothian, VA 23113

(804) 381-1976

Bjs52679@gmail.com
Capital One

15000 Capital One Drive

Richmond, VA 23238
To Whom It May Concern,

 I would like to express my interest in the Data Analyst PDM position.  I believe I have the experience and background you require, as both my current and previous positions involved similar responsibilities.  I currently use a cloud-computing program (Salesforce) to establish reports and analysis.  I am also responsible for developing and maintaining reports that monitor the progress of company goals.  Relative to identifying and influencing resolution of data quality issues, I am responsible for monitoring accuracy and quality of data in my current role.

I am excited about the possibility of joining the Capital One team.  I would enjoy the opportunity to discuss my qualifications with you in greater detail.  I have attached my resume for your review.  Please call any time from 9:00 a.m. to 9:00 p.m. to let me know how you would like to proceed.
Sincerely,

Brian J. Shaughnessy
Brian J. Shaughnessy
7154 Velvet Antler Drive, Midlothian, Virginia 23112
Phone:  (804) 381-1976

E-mail:  bjs52679@gmail.com
Education:

Strayer University; Midlothian, Virginia
Degree in Business Administration with concentration in Management

Graduated magna cum laude 2009; Dean’s list every semester 2006-09

National Society of Collegiate Scholars, 2009

Alpha Chi National College Honor Scholarship Society, 2009

Alpha Sigma Lambda National Honor Society, 2009

Experience:
Celerion; Richmond, VA; March 2011 – present

Celerion is the premier provider of innovative early clinical research solutions.

Quality Control Specialist

Responsible for ensuring that records, methods and practices are in compliance with standard operating procedures.  Responsible for quality control of data entry and compiling final reports.

· Develop spreadsheets for data from studies and enter/analyze that data 

· Develop reports for ad hoc studies holding critical data to be used by all departments throughout study process

· Review data for quality and adherence to standards of protocol

· Utilize Clicktools program to build screeners for the call center in recruiting participants for studies

· Utilize Salesforce program in running a query for the numbers of eligible participants available in the company database that fit the demographics for an upcoming study

· Analyze re-screener data to ensure participants’ eligibility for studies

· Develop and maintain reports that serve as the record for deviations from standards of protocol used in monitoring monthly goals

· Maintain reports that serve as the record for distribution of gas cards to participants

· Expedite the stipend process by maintaining records of payments to participants in the Salesforce program

· Ensure quality control of external preparation of samples to be shipped to other site
Capital Center LLC; Richmond, VA; August 2010 - February 2011
Capital Center helps customers purchase and refinance their primary, vacation and investment homes by providing financing at market interest rates without charging traditional closing costs.
Secondary Marketing Analyst Assistant (August 2010-November 2010)
Assisted the Secondary Marketing Analysts with reports, records and updating databases.

· Prepared and generated reports with Excel to be used in review of production efficiency

· Utilized Lyris marketing software in updating both the E-Commerce database and daily sales report spreadsheet
· Updated accounting records accurately and in a timely manner in the closing calendar spreadsheet to ensure that warehouse lines of credit were not over-extended
· Maintained customer survey database and generated monthly reports reflecting performance of production teams

Production Assistant (November 2010 to February 2011)
Assisted a Loan Consultant and a Closing Consultant with pre-screening, records, phone calls and data throughout the loan process.
· Pulled and reviewed credit reports with Point loan origination system to pre-screen loan applicants
· Communicated  with banks and insurance companies within deadlines for loan payoffs and updating mortgagee clauses
· Scrubbed data for a report to be used in guiding the company’s 2011 Marketing Campaign
· Created each borrower’s file in Point loan origination system for my production team to be used by multiple employees throughout the loan process
Ruth’s Chris Steakhouse; Richmond, VA; March 2006 - April 2011
 (Worked full time while pursuing BS at Strayer University from 2006 to 2009)

Server Coach

· Worked alongside management in streamlining a new, profitable expansion to the business

· Created quick reference charts for all servers resulting in increased server knowledge and efficiency including food tolerance chart for sensitive individuals
· Updated and maintained all training program materials
· Trained food runners and new employees on a regular basis

· Developed opening and closing procedures for the restaurant

· Received employee of the month twice
· Worked effectively in teams under minimal supervision

References will be provided upon request.

