GRACE WILLIS
50 Cleveland Terrace • Bloomfield, NJ 07003 • Tel: 954-720-9568 • e-mail: pgowillis@yahoo.com

Professional Summary
Experienced professional with years of combined technical and functional project management, consulting, and business process improvement experience.
Core Qualifications

· Traditional  & Agile project management

· Management of virtual project teams

· Leading web-development projects
· Acting as a SCRUM Master supporting a group of IT developers and the business
· Process improvement using Six Sigma
· Training staff on project management
· Managing concurrent projects leveraging cross-functional teams
· Demonstrated quick adaptation to work in multiple industries
· Proficiency in MS Office 2010 suite (Visio, Excel, Project, Word, PowerPoint)
· Building various project documentation in collaboration with stakeholders

· Management of vendor relationships
· Proficiency in JIRA with Greenhopper
· International work experience

Certifications
PMP



# 1332914 

valid through 5/2016
CSM



# 105399

valid through 8/2012
Six Sigma Greenbelt
# 4733 

valid through lifetime 
Associations:

Big Brothers Big Sisters of Broward
Volunteer – Big sister

Project Management Institute
Member, Contributor to “PM Network” Magazine

University of Miami Alumni Assoc.
Volunteer – Homecoming planning committee

Experience
Marketing Technology Project Manager


(June 2011– September 2011)

OGILVY & MATHER – New York, New York 

Ogilvy & Mather is an international advertising, marketing and public relations agency based in Manhattan and owned by the WPP Group.  
· Supported achievement of project milestones via collaboration with the Creative leadership team, Account Executives, Traffic Coordinators and Technology to understand dependencies and constraints across interdependent teams
· Led integration efforts of a web-based workflow management application (eWYNs) by coordinating with JWT’s Technology team to understand functionality, identify requirements specific to the New York’s processes, creating rollout project plan for the application’s launch in New York, selecting pilot users for product evaluation and working with IT to understand data export needs
· Supported leadership’s financial justification to hire freelancers by documentation of open work requests as compared to resource availability
· Conducted weekly resource planning by documenting the Creative team members’ (Art Director, Creative Director, Copywriters) various client commitments and collaborated with Account Executives and Technology to forecast resource needs based on projects in various stages of client engagement (e.g. from initial pitch to business won)
· Chaired weekly resource meeting to discuss open items and realign priorities

· Supported field sales staff and tradeshow executive’s need to identify requirements and resolve bugs on call reports by serving as their liaison to technology 
· Escalated bugs for system reports to IT and communicated business impact/urgency
· Reviewed open tickets in issue management tool, FogBugz, and worked with IT to update due dates and priorities
Project Manager


(April 2009 – November 2010)
KAPLAN HIGHER EDUCATION – Ft. Lauderdale, FL
Kaplan Inc. is an accredited for-profit provider of online education
· Coached staff on Agile concepts and SCRUM during design phase of an SSO website
· Managed a team of web developers during website development

· Led research, analysis and design phase efforts to utilize an outsourced helpdesk
· Demonstrated fiduciary responsibility by leading RFP process prior to vendor selection
· Facilitated meetings, interviewed staff on project tasks, maintained project documents
· Vetted contract-based documents (MSAs, SOWs, NDAs) with Legal prior to approval
· Proposed and led a Six-Sigma cross-departmental initiative to improve headcount accuracy, security and space planning via tracking of contingent staff in PeopleSoft
· Contributed to savings of ~$22,750 per employee lost to attrition via documentation of as-is processes and gaps during an HR-led Six-Sigma project to restructure onboarding
· Improved business continuity via implementation of a disaster communication tool
· Worked to reduce losses of ~$200,000 by designing an IT asset management program
· Led a space and asset management project with expected ROI of $205,000 and worked with IT development to integrate application into Sharepoint service desk tool
Travel/Continuing Education/Temporary Work
(January 2007 – April 2009)
Supply Chain Systems Consultant



(May – December 2006)
DHL – Ft. Lauderdale, FL
DHL is a division of Deutsche Post and provides international mail services
· Consulted with a pharmaceutical client to identify supply-chain needs for a drug trial 
· Ensured available capacity for clinical trial drug distribution by documenting space needs and leased warehouse contract expiration dates
· Improved client billing by deploying a time management tool for fellow consultants
· Supported business growth by liaising with IT to obtain and document RFI responses
MBA Internships






(January 2005 – May 2006)
BURGER KING CORPORATION – Miami, FL

Burger King is a global chain of hamburger fast food restaurants 
· Contributed to sunsetting of extraneous applications by creating an inventory of active applications, documenting their business relevance and determining traffic
· Fostered cross-functional knowledge by documenting IT staff’s roles/responsibilities
CITIGROUP IT CONSULTING GmbH – Duisburg, Germany
Citigroup is an international financial services corporation
· Improved accountability by documenting the change request process from initiation through to release/rollback for the EMEA launch of an account management application
· Ensured team cohesiveness by facilitating international status calls with remote staff
· Gained commitment to the change process from stakeholders (executives/PMO etc…) 
SONY LATIN AMERICA – Miami, FL
Sony Corporation is one of the world’s leading providers of multimedia products 
· Maintained project documentation such as proposals, plans, status and budget
· Reduced the need for new network drops via the wireless LAN implementation project
· Boosted compliance against HQ specifications across LATAM via in-person wireless site survey audit of the Mexico City office; reported findings to senior IT staff
· Documented pilot users’ experiences such as dropped/weak signals for risk planning
· Collaborated with regional IS managers to implement a change management process
Full-Time MBA Graduate Student 



(August 2004 – May 2006)
Network Administrator





(March 2003 – March 2004)
BANK OF TOKYO-MITSUBISHI – Düsseldorf, Germany
Mitsubishi UFJ Financial Group (formerly Bank of Tokyo-Mitsubishi) is Japan's largest financial group and the world's second largest bank holding company
· Decreased the TCO by upgrading the network to Windows 2000 from Windows NT
· Prevented downtime via creation and test of a disaster recovery strategy
· Mitigated network security risks by implementing Microsoft standard group policies 
· Supported bank subsidiary by managing consultants’ delivery of a leasing application 
Volunteer Work/Study Abroad



(October 2001– March 2003)
Management Consultant




(February 1998– September 2001)
ACCENTURE – Miami, FL
Accenture is a top-tier global management consulting firm
· Helped state utility providers prepare for deregulation by modifying billing applications 
· Facilitated diversity awareness via leadership role on internal diversity network launch
· Contributed to onboarding of new hires via faculty role at international training facility
· Via helpdesk leader role, managed direct reports, wrote reviews and provided coaching
Education:
Florida Atlantic University

Executive Education in Project Management

University of Miami


MBA, International Business & Marketing / GPA 3.6
University of Miami


BBA, CIS, French minor / GPA 3.5
Eurocentres



German & French language training
VersionOne



SCRUM Master training

PC Professor



Microsoft Certified Systems Engineer training
Languages:

English – native language
German – Advanced

French – Conversational

