Katherine Tanke

1215 Snowberry Lane, Broomfield, CO  80020-1799
Mobile:  303-596-4188    k.tanke@comcast.net  
Education

Metropolitan State College of Denver

BS in Business Management, expected summer 2012


AA, Liberal Arts, West Valley College; Saratoga, CA

Summary of Qualifications

A broadly experienced Program Coordinator focused in business operations, change management, program design, development, evaluation and managerial finance.  Demonstrated success in building strong collaborative relationships, internal and external stakeholders, comparative analysis, project and event management.  Recognized as a top 10 % performer/employee at Sun Microsystems.
Professional Experience
K-M Concessions, Inc, Denver, CO






     2012 - present
Culinary Staff -- Events Bartender.

Henri’s Jewelry Company, Inc,  Littleton, CO




     2008 – present

Sales Assistant – Temporary Sales and Event help.

Sun Microsystems Inc., Broomfield, CO 
Program Coordinator – Executive Staffing                                                                                  2006 – 2006

· Supported process intensive hiring initiatives, executive recruiters, resulted in placement of fifteen VPs, nine external and forty internal director level hires.  
· Reviewed and reformatted postings, obtained approvals and consistently met all timelines from posting to hire. 
· Assisted candidate relationship management by scheduling interviews and applicant travel.
· Coordinated and tracked executive offers, worked pre-boarding issues, applicant tracking.
Program Coordinator – Global Executive Talent Management 



       2005 – 2006 
· Maintained numerous director level schedules and travel. 
· Assisted with registration, logistics and planning of new executive conferences.

· Utilized reporting tools to run attrition and retention reports to track division movement.

Program Coordinator – Sun University (SunU)                                                                            2000 - 2005
· Responsible for daily operations of SunU Central, U.S.  Scope expanded to include Eastern U.S., Canada and Latin America. 
· Supported implementation of new programs and initiatives including, facility and event management, new hire orientation presentations, while participating in development of distance learning materials and events, tracking and reporting on key performance indicators, identifying and implementing processes to support effective program administration. (FY Metrics; 551 classes completed, 103 canceled, 8010 enrollments, gross revenue 6,288M.)
· Certified Prince2 Foundation and Six Sigma, participated in projects resulting in creation of vendor management dbase and scorecard, re-evaluation of vendor contracts.

· Identified as team lead during outsource preparation period leading 7 teammates.  Lead and coordinated team meetings utilizing distance learning collaboration site.  Documented outsourced processes.

· Provided customer service to employees, instructors and vendors through registration, system admin, facility management and classroom setup support. 
· Proactive decision making with respect to PO's, class materials, go/no go decisions, registration database, surveys and customer escalation's via phone, email. 
· Maintained accounting procedures; financial reports, charge backs, purchase orders, accounts payable.  (ie.  SunU Central FY department expenses planned 465.4K actual 602.0K.  Chargeback plan 3.785M actual 6.288M.)

· Developed database and external website.  Results included improved workflow management and communication with anytime, anywhere logistical information for travel bound instructors.  Other benefits included reduction of repetitive tasks, communicating standard information which saved staff time and money.
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National Semiconductor Corporation, Santa Clara, CA                                                                 1988-1998
National Semiconductor University Operations
· Responsible for daily operations in a thirteen room corporate university.  Supported corporate and twelve global training sites. 
· Department representative for ISO audit.  Wrote department Standard Operating Instructions.
· System admin for company’s Learning Management System, Training Audit System (TAS). Assisted programmers in TAS upgrades and conversions from VM to VMS platforms.

· Developed training manual of learning management system which resulted in the successful implementation across U.S. and Canada.  Improved management decision making tools used for departmental metrics, logistics and utilization.
· Identified as Santa Clara Site Safety Training Program Manager.  Delivered OSHA training for 4,000 with 100% completion.
· Managed domestic Educational Assistance Policy and procedures.

· Managed distance learning programs; NTU, SITN and Cadence in Santa Clara including remote design locations.

· Coordinated six month site training schedules for ten curricula and programs. (1500 class avg.)

· Interface for training vendors.

· Marketed educational services both site specific and worldwide through internal email advertising, catalogs and in house video network (Target Vision).
· Supervised material logistics for global training sites.

· Gathered, created and distributed training metrics throughout company.

· Maintained department accounting (financial reports, charge backs, purchase orders, accounts payable).

Computer Skills

Hardware:  Unix, Macintosh, IBM/VM MVS, PC 
Software:  Word Processing Applications – Microsoft Office 2003 and 2007, Star Office, Xedit, Script, 

Reporting Tools - Prism, Oracle (iRecruitment, Startrack), SAP

Distance Learning Applications - Livelink, Sunforum, Placeware

Survey Tools & Misc – Zoomerang , Compass, OrgPlus, HTML, FileMaker Pro, TCP.  

Activities
- Committee Chair, Reunion Committee, Blackford High School CA.  




 
- JAM Chair, Broomfield High School CO





                     2006-2008
- Former Board Member, Sunnyvale Alliance Soccer Club.

References

Available upon request

