Bhoomika Siona
Email:  bhoomi.siona@gmail.com                                                                    Phone: 434-426-8712
SUMMARY

· Over 5 years of experience in Information Technology within the financial industries with 2 years of experience as Junior Project Manager.

· Possesses strong project management and coordination skills.

· Creates and maintains project plans using MS Project and PPM.   

· Identifies agenda items and facilitates the project management meetings.

· Creates Status reports and milestone trackers to provide the current status of the project to the senior management.    

· Documents meeting deliberations, decisions and actions items.   
· Creates and tracks project issues, risks for timely resolution.
· Supports all project objectives including develops, coordinates, consolidates and updates project plans

· Consults with management and senior staff to validate time line and assumptions incorporating validated information into project plan documentation.      

· Supports departmental processes such as project management as evidenced by project planning, problem resolution, change control, and quality assurance, in accordance with established policy.     

· Monitors deadlines, key dates, resources, and implementation activities.     

· Performs administrative work related to project such as maintaining records, filing, preparation and handling of confidential documents and correspondence.
· Provided administrative support such as scheduling conference rooms, maintaining stationary supplies for the team, project events etc. as necessary.     

· Communicates project and team status to internal and external audiences to keep project team informed.  

· Understands all phases of the Software Development Life Cycle (SDLC) including requirements gathering, analysis and design, development and testing.     

· Creates process flow diagrams to clearly represent different processes.
· Performs User Acceptance Testing (UAT).
· Manages testing teams, participates in all phases of testing.

· Assists the execution of tests, verifies test results, and obtains user acceptance sign off, in accordance with IS system implementation documentation standards.     

· Assists senior management to review project proposal to determine timeline, budget, and procedures for staffing and allotment of available resources. 
TECHNICAL SKILLS
· Methodologies                                          Rapid Application Development with WBS. (Agile, Prototyping)
· Project Management Tools                       MS Project, PPM, ALM 11.0, SharePoint, Remedy, WebEx 

· Business Modeling tools                    
Microsoft Visio 2003, MS word, MS Excel, MS PPT, MS Access
· Statistical Tools                                  
MS Excel, Scilab, Matlab
· Operating System                              
Windows 2000/XP/Vista/7, Fedora 10, Ubuntu 9.10/10.04/11.04

· Other                                                         SQL, XML, FpML, PHP, Perl
WORK EXPERIENCE

Bank of New York Mellon, Everett, MA                                                                                   08/2010 - Present
Jr. Project Manager/Tester      
Back Office Transformation and System Enhancement
Responsibilities include:

· Assisted Program Office in the creation and maintenance of Integrated Program Plan with a WBS in MS Project.
· Created and maintained the individual Project Plan for the Technology Pillar under Program Plan using PPM and efficiently managed the resources on the same.
· Managed the application SharePoint site with the privileges of an Owner. Provided access to new users with appropriate permissions. Designed the folder structure and maintained the application library. Created various Trackers, Logs and Calendars.
· Worked closely with the Project Leads and Application Liaisons to gather input to create Weekly Status Report and Milestone Trackers using MS PPT and MS Excel.

· Scheduled project meetings using MS Outlook and Lotus Notes.
· Created the agenda for various project meetings and circulated Meeting Minutes. Tracked the Action Items until completion.
· Attended Budget/Resource Forecasting meetings and assisted Sr. Project Manager/Program Office in estimation exercise.
· Created Billing Summaries and Reconciliation Reports for Managing Director.
· Managed and tracked all the defects, application enhancements and data fixes using MS Access
· Tracked and maintained project issues, risks and watch items using SharePoint /MS Excel and documented the Mitigation Plans. 
· Maintained project team calendars and served as a point of contact to the project team

·  Facilitated Info Exchange Meetings with Vendors. Organized offshore meetings and WebEx sessions.
· Efficiently handled the On Boarding of new resources with complete access to required applications and environments with appropriate privileges.

· Revised various Application Recovery Plans and maintained them up to date.
· Created High Level Documents for application library including topology diagram, message interface with upstream/downstream applications, system job schedules etc.
· Assisted business analysts in use case writing and data mapping exercise.

· Executed Smoke and Functional test cases on Test/QA environment.

· Uploaded Test Case scenarios to ALM, tracked test case execution and extracted reports.

· Tracked and maintained agreement between Business Leads/Technical team (ITS) and the project team on the changing requirements.     

· Supervised business analysis/database teams and assisted in hands-on requirement analysis, gap analysis and meeting with the business owners.
PNC Bank, Pittsburgh, PA







02/2009 - 08/2010

Project Coordinator
Mortgage Operations UAT Business Group

Responsibilities include:

· Supervised all support resources for the performance of project assignments and activities      

· Assisted in managing the technical direction of a project through the implementation and testing in accordance with project objectives     

· Maintained project plans and updates documents accordingly

· Created presentations

· Created application and operational change tickets in Remedy 

·  Conducted Net meetings, WebEx sessions

· Assisted Program Manager/Sr. Project Manager in budget estimation exercise.

· Communicated with Testers and Leads.

· Facilitated and coordinated UAT for the Business Leads

Dynamic IT Solutions Inc., Overland Park, KS




08/2007 – 02/2009

Project Coordinator

Credit Decisions and Bank Integration 

Responsibilities included:

· Provided coordination and communication between project managers and business leads on all projects ensuring their participation and approval     

· Tracked and maintained agreement between business leads/technical team (ITS) and the project team on the changing requirements     

· Facilitated meetings with business leads of all the Center of Excellence (COE) to identify the capacity of production based on the available resources and materials     

· Created business requirement documentation      

· Drafted project agenda’s, compiled meeting materials, recorded meeting minutes/action items and tracked through completion     

· Tracked changes requests using SharePoint until completion       

· Created, published and updated project schedules using MS Project     

· Conducted walkthroughs of the business requirements with business leads to obtain sign off

· Worked with technical analysts to develop technical specifications for the features and functions defined in the requirements document     

· Created and presented weekly status reports regarding the progress of project     

· Managed and coordinated the User Acceptance Testing     

· Prioritized and tracked Change Requests until implementation.          

EDUCATION
· Masters in Computer Science at “The University Of North Carolina at Greensboro”, NC.  

· Bachelors in Information Science & Engineering at “Visveswaraya Technological University”, Karnataka, India.
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