Caroline Shell, CGMP
43997 Needmore Court

Ashburn, VA 20147

202-297-5442

caroline.shell88@gmail.com

Objective
To obtain a position in a team oriented organization where my program coordination and customer service skills will benefit both the clients and company while fostering professional growth and accomplishment.
Qualifications Summary

Self directed and results driven professional with proven success in comprehensive program planning, project management, and execution of meetings, conferences, events and programs for both government, private, and public sector clients.  Experience includes core team participation for strategic program implementation from agenda setting to post event debriefing and supporting event management, budget management and reporting, building and maintaining registration sites, creation of marketing materials, reproduction and coordination of meeting materials, site and menu selection, exhibit services, travel logistics, and contractor and vendor management. Team player who is flexible and adaptable to shifting roles and responsibilities, timelines and priorities, and can work with minimal guidance and oversight. 
Professional Experience

Professional and Scientific Associates, Reston, VA 
Program Manager March 2008 – Present

· Provide logistics planning & support, on and offsite, for meetings, conferences and events

· Assist in providing project and vendor management for the development of agency initiatives and coordination of supporting meetings

· Represent PSA to client agency staff, specifically the Department of Health and Human Services Office of Minority Health, and Agency for Health Research and Quality, and U.S. Army Office of Chief of Chaplains
· Responsible for writing, editing and proofing a variety of documents, including meeting minutes and transcripts, event specific correspondence as well as weekly and monthly reports 

· Oversee conference event setups including attendee and staff registration, audiovisual and computer equipment setup, food and beverage functions and special events at meetings and conferences
· Negotiate and execute contracts and agreements with hotels, vendors, and independent contractors 
· Coordinate independent contractors for meeting specific roles and support
· Manage administrative tasks for timely payments of invoices and reimbursements
· Work under tight deadlines to quickly assess and troubleshoot problems 

· Supervise Interns and supporting staff 
Event and Project Management experience includes but is not limited to:

· Department of Health and Human Service’s Office of Minority Health (DHHS/OMH) Advisory Committee Meetings; responsibilities include all aspects of meeting and travel management for quarterly meetings related to a government advisory council

· Assisted in coordination of the OMH Regional Conversations; duties included invitations and registration; management of sponsorship requests and travel logistics
· Assisted in coordinating and managing the 2009 DHHS/OMH National Summit; duties included management of 60+ exhibitors and exhibit hall; continuing education for health professionals and assisted in management and reporting for the registration for 1500+ attendees 
· Coordinated and Managed the DHHS/OMH National Launch to Achieve Health Equity; a 250+ attendee National Press event to include Senators and Congressmen, and coordinated 8 events across the country to simultaneously  participate in the live webcast
· Coordinated and managed the 2009 Rebuilding Medical Education in Haiti meeting bringing together domestic and international leaders in the medical field following the earthquake to include international travel logistics, meeting materials, invitations and registration, interpreter services, and Audio Visual services at a government secure facility
· Coordinated and Managed the DHHS/OMH Regional Health Equity council meetings; 10 meetings over 10 weeks across the DHHS Regions; responsibilities included client management, contractor and attendee communications, hotel and vendor liaison for contract negotiations and execution of meetings, staffing, travel and material logistics, and management of a combined $1,000,000.000+ budget with an estimated savings of $150,000.000
· Coordinated and facilitated 30+ webinars 
Coldwell Banker Residential Brokerage, Reston, VA 
Realtor 2003 – 2008
Assisted clients in the purchase and sale of homes in the Northern Virginia Area  
NVAR Top Producer 2003 – 2006 (Northern Virginia Association of Realtors)
· For sellers, duties include preparing and presenting listing contracts; preparing marketing brochures to include photography; preparing print ads for homes; entering data to the MLS and uploading photographs; holding open houses; coordinating and hosting broker’s open houses; presenting sales contracts; negotiating with other agents to obtain the highest price and best terms for the seller.
· For buyers, duties include searching the MLS for appropriate homes; showing properties; preparing offers to purchase; presenting offers to other agents/sellers; negotiating with other agents to obtain the lowest price and the best terms for the buyer.
· Other duties include coordinating closings with title companies, lenders, pest inspectors, appraisers, and home inspectors. 

Real Estate Assistant 2002 – 2003

Assisted team with all logistics related to Real Estate; pre-licensing, customer service, administrative management and marketing.
Gymboree play and music, New York, NY
Special Events and Registrations Coordinator 2000-2002
Assisted in all aspects of class registrations and special events; customer service, administrative management and marketing, talent booking and ordering event supplies, catering and decorations.
Education

B.A. English with a concentration in Film and Media Studies, George Mason University, Fairfax, Virginia 2000.
Scheduled to take the Certified Meeting Planner exam,July 2012

Enrolled in Villanova University’s Project Management Certificate Program

Computer Proficiency 

Proficient in a variety of computer programs to include Microsoft Office Suite; Adobe PDF, CutePDF Writer, and Gov Trip Federal Travel program.
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