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November 18, 2011

 

Dear Sir or Madam: 

I am ready to take on a new challenge utilizing my Degree in Administrative Systems Management.  I am confident that I will be effective with your organization. 

I have both hands-on supervisory and leadership experience including: management of implementation, continuous improvement process with utilization of various developmental tools, performing analysis/writing system and clarifying business requirements. Competencies in desktop computers, operating systems, computer applications, peripheral devices, and training theory/systems allowed me to implement, evaluate, troubleshoot and analyze service barriers/gaps.  These skills further aided in my problem solving, and coordination of programs defining strategic operations plan, business plan, and priorities.  

While serving in a leadership role, I have been able to put to use my verbal/written communication, presentation, planning, organizational, business methodologies, and strategic thinking skills.  In my role as a Network Repair Technician I was responsible for statistical analysis derived through database queries, troubleshooting, ad hoc requests, and managing the computer systems.  As a Human Resources/Program Manager Intern, I conducted research projects in collaboration with partner organizations, developed job placement databases, interviewed prestigious clients, gained knowledge of compensation, and financial techniques. I was given the opportunity to design, and develop the new Human Resource Service Training Center.

Taking part in these co-curricular activities has taught me the importance of providing a fast, accurate, and reliable service to the parents, faculty, and the community.

I would like the opportunity to speak with you about my background, and the areas where I can add value to your organization. 

Sincerely,

Annette C. Taylor

Annette Taylor

annettectaylor@hotmail.com
(410) 323-6764
 (443) 839-2466

CAREER PROFILE

· ccomplished career demonstrating consistent success as a Facilitator, Trainer, and Educator at the middle, secondary, higher education levels, and private industries. 

· Seasoned in conceiving and building programs from the ground up through proven competencies in program management through development and empowerment.  

· Extensive background of developing, supporting and implementing training modules, databases and learning management systems.   

· Effective communicator with excellent planning, organizational, and negotiation strengths as well as the ability to lead, reach consensus, employability gap, establish goals, and attain results. 

· Proven corporate experience in training program selection, design, development and delivery. 
· Strong knowledge of and experience utilizing needs assessment, training program development and evaluation, adult-learning theory and application.
· Proven experience training both technical and soft skills in a corporate environment.  Demonstrated exceptional platform and facilitation skills.
CORE COMPETENCIES

Project Management





 
Customer Client Relations

Technical Writing/Instructional Guides



Go-live Support/Implementation

Quality Assurance






Training Development Programs

Microsoft Office Suites





Automated Data Management

Troubleshooting






Compliance

Build benefit packages





Medicaid/Medicare/EOB

SOFTWARE 

MS Windows (3.11-XP) ~ MS Office Suite ~ Managed Healthcare Systems (MHS & MHS PLUS) DMARS ~ Macromedia ~ VISIO~ Microsoft FrontPage 2000 ~ Gelco ~ Adobe ~ IDX  ~ Banner

& various software packages others

EXPERIENCE

Computer Lab Instructor Arbor E &T, Silver Spring, MD 


            2009 - Pres.

Computer Lab Instructor Athena Governmental Consulting, Darnestown, MD           2008 - 2009

Workforce Development Trainer Business Interface, Baltimore, MD

            2007 - 2008

· Supported TANF Projects/governmental agencies (Baltimore, MD, DHHS-Montgomery County & Washington, D.C.) to overcome clients’ employability barriers i.e. facilitated certification courses: Resume Writing, Customer Service, Green Knowledge, Money Management, GED preparation, Supervise ResCare Academy Learning Management System (LMS). 

· Played key role in LMS systems training clients on website applications. Guided the understanding of the connection between the agency’s management systems and the company ratings 

· Aided in assisting clients in identifying imminent needs, and persuaded them to take actions that would result the most positive outcomes.

· Supervise Rescare Academy LMS, clients to ensure proper lines of communication critical in addressing myriad of problems and issues requiring immediate attention and resolve issues within the LMS systems.

· Successfully coordinated and delivered group trainings, including the creations of materials, professional development, and presenting information during classroom sessions.

· Utilized Works & Policy Mathematical Systems to input daily client progress   

Instructor

Sojourner Douglass College, Baltimore, MD 


 2007-2008

· Taught course Basic Computers classes for 45 to 50 undergraduate students. 

· Utilized the technical competencies to enhance students comprehensive & adaptability learning skills.

Administrative Support
Caliper Staffing Division, Virginia Beach, VA

 2004-2007

· Aided in the support of all administrative duties

· Created and maintained weekly & monthly expense reports and budgets utilizing banner software database.

· Oversaw six personnel, produced weekly timesheets, reconciled expense reports & supply purchases.

IT Systems Specialist/Trainer ValueOptions, Norfolk, VA

               
2002-2003

· Provided human performance factors and operational support in Behavioral Healthcare to the Managed Healthcare System (MHS & MHS PLUS) Benefits En Route Integrated Product Team in implementing its programs to replace Care Link, Prism, and Rims application systems health benefits. 

· Developed, implemented, delivered, and conducted Systems Training programs/databases, using remote training modules delivery in a centralized training activity, AS400 and similar, computer-based training (CBT) methods for existing offices within a call center environment. 

· Noted system deficiencies based on Closed File Reviews (CFR), enforcing HIPAA compliance, electronic claims form (UB92), Explanation of benefits (EOB) medical records, and internal audit recommendations.

· Effectively delivered assigned IT application training programs that support the strategic initiatives of UMMS and the Information Services and Technology Department. 

· Developed and tests Web-based training programs using standardized system process developed by the department of IT Training and Staff Development.

· Assimilated training needs and developed training modules to effectively meet the needs of a diverse organization.

· Maintained data elements within the training environments, in compliance with the organizational contracts and supported all training efforts. 

· Provided customer support during and following go-live.

EDUCATION

2011-2012     Community College of Baltimore County, Continuing Education, Randallstown, MD

 
        Certificate - Health Information Technology

1998        Bachelors  of Science, Virginia State University, Petersburg, VA

1991 Associate of Science, ITT Technical Institute, Norfolk, VA

VOLUNTEER

2010-Present 
Illumination Bookstore, Baltimore, MD

2009-Present
Set the Captives Free Outreach Ministries, Baltimore, MD

