JANICE d. SUMMERS

12408 eUSTACE dRIVE, bUMPASS, vIRGINIA 23024
540-895-0021 (Home) 301-633-4889 (cell)
summersjan28@yahoo.com
QUALIFICATIONS…summary:
Banking career coupled with program management consulting experience.  Manage contracts, oversee organizational change, conduct complex analysis, develop and interpret contract performance, re-engineer workflow, and design and implement quality programs.  Proven ability to gain approval and deliver successful results to various levels of management.  Well versed in Program Management Professional (PMP) methodology and industry standards. Nine years experience in Information Technology.  Excellent writer and facilitator; published author.
EDUCATION: 
Bachelor of Science degree, Business Admin., Towson State University, Towson, Maryland, 1990

Basic Diploma in Finance, American Institute of Banking, Baltimore, Maryland, 1981

Associates degree, General Studies, Catonsville Community College, Catonsville, Maryland, 1980

TECHNICAL SKILLS/SOFTWARE:  Microsoft Word, Excel, PowerPoint, Cisco Call Manager, Remedy Application, PRISM, Federal Financial Management System (FFMS), Snagit, Basic, Visual Basic, Cobol, PeopleSoft, databases, Systems Analysis and Design; Process Re-engineering, and technical writing
CERTIFICATIONS: ISO-9001:2000, Capability Maturity Model Integration (CMMI); Quality Workshops: Total Quality Management (TQM) and ITIL; Self-Study: Six Sigma, 2008; Professional Management Professional (PMP), 2011

PROFESSIONAL EXPERIENCE:
1/11 – 10/11, Department of Homeland Security Contract; Sr. Financial Analyst/Validation and Verification Analyst/Process Re-engineer 
Provide qualitative/quantitative analysis of payment requests, and manage and monitor de-obligation of unused funding.  Perform Validation and Verification reviews of payment and invoice task order numbers, service descriptions, and dollar amounts.  Compose findings and status reports.  Re-engineer processes, create flowcharts, compose new structured documentation for implemented process improvement, and create and maintain data storage repositories for dissemination and retrieval of information.
11/10-1/11 – Corporate Office; Proposal Writer

Compose executive summaries, prior performance, and capability statements for proposal submissions.
02/07 – 11/10, Department of Homeland Security Contract; Quality Program Manager 
Oversee quality program management of government program and contracts.  Responsible for managing quality performance, assessing risks and contractor compliance, composing findings, and advising management of recommended automated solutions.  Also responsible for researching comprehensive policy materials, directives, laws, regulations and best practices, determining applicability and effects of new or proposed legislation, executive orders, agency directives, and other agency decisions on operations, and providing guidance and quality support to 200 government staff that oversee 1500 contract employees.  
7/05 – 01/07, Department of Education Government Contract; Task Lead/QA Specialist (IV & V) (12/05 – 01/07); Sr. Configuration Management Specialist; Information Technology (07/05 – 11/05)
Lead IV & V reviews of contractor performance.  Review, verify, and validate contractor workload records and deliverables.  Design evaluation process, develop and administer surveys and questionnaires, conduct interviews, perform time studies, and create scoring metrics for audits based on requirements, statistically measure and analyze contractor performance/production, document noted differences and prepare and submit contractor evaluation reports.  Complete System Change Requests (SCRs), prepare, orchestrate, and record System Review Board (SRB) sessions, and provide insight to the Change Control Review Board (CCRB) on challenges presented and effective staff planning provided to address and minimize risk. 
04/05 – 06/05, Patent Trade Office (PTO) Government Contract; Financial/QA Analyst

Perform financial and quality analysis functions to include performing detailed qualitative and quantitative analysis on incoming invoices, and preparing and reviewing financial reports. 
12/03 – 03/05, Veterans Administration Critical Incident Response Center (VA-CIRC) Government Contract; Quality Assurance/Configuration Manager; Information Technology
Manage configuration and quality assurance functions; perform service and database audits, create measurements, perform detailed analysis, and compose and submit evaluations of administrative or operational programs. Prepare and review plans, procedures, and reports. Track effects of organizational change. Manage data transfer and storage. Compose continuity of operations plan and procedures.
03/03 – 11/03, IRS.gov Government Contract; Sr. Consultant; Information Technology
Create documentation for IRS.gov Program Managers and four Partners.  Responsible for composing documentation for 30 Java programmers, attending subject briefings, performing compliance audits of completed website enhancements, and analyzing design of implementation and rollback plans to ensure compliance with technical and functional requirements, CMMI Level 3 & 4; and IRS.gov style guide.  Track organizational change of approved implementations.  Participate on corporate proposal writing teams.
07/00 – 03/03, National Archives Records Administration (NARA) Government Contract; Sr. Consultant (10/00 – 03/03); Sr. Technical Writer (0700 – 09/00); Information Technology 
Complete writing tasks for Information Technology Program Director, COTR, Program Office Directors, Program Manager, and Deputy Program Manager.  Responsible for composing, analyzing, and submitting quality reports, performing audits of server content and response times, monitoring quality and delivery time compliance to service level agreements (SLAs), and managing multiple projects for 30 network engineers.  Create, organize, manage, and maintain data retrieval and storage repositories.  Track organizational change.  
1999-2000 – Creditrust Corporation; Consultant; Information Technology

1997-1998 – Bell Atlantic Corporation; Consultant, Marketing and Sales; Operations and Training

1983-1996 –Maryland National Bank, First American Bank of Maryland, SSA Baltimore Federal Credit Union: Mid and Senior Management positions., A.V.P Operations, Managed Branch and Operations; Bank Holding Company Merger and Acquisition Task Force; Auditor and Bank Officer, 
ACCREDITATIONS: Department of Homeland Security (DHS)-A Culture of Privacy Awareness, 2010; Computer Security Awareness, 2010; Information Security Awareness, 2008, 2009, 2010; Records Management Awareness, 2009, 2010;  DHS Achievement Award, 2008; Outstanding Review 2010
SECURITY CLEARANCES: Public Trust 6-C Interim, Department of Homeland Security, 2007-2011; Department of Education, 2005-2007; United States Postal Inspection Service, 2006
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