Vickie Wells
207 North Star Court, Red Oak, TX 75154

(T) 469-361-7161   (E) vickiewheeliswells@yahoo.com

 

Objective
· Project Coordinator position with a focus on Team Leadership, Analysis and Customer Care
 

Profile of Qualifications
· Over 10 years of Project Coordination, implementing simple to complex projects within time and budgetary constraints.
· Exhibit outstanding personality, promotes strong customer relations, and people-oriented. Flexible, self-motivated, with good written and verbal communication skills and presentation skills at all levels.
· Demonstrates strong ability to work as a proactive team-player in various team office environments with enthusiasm and cooperation.
· Excellent problem solving skills with attention to detail, project management, follow-up skills, and result driven.
· Organized, detail-oriented, and conscientious self-starter, able to strategize and prioritize effectively to accomplish multiple tasks and stay calm under pressure.
· Computer skills include Word, Excel, PowerPoint, Visio, Remedy, Microsoft Outlook, Microsoft Project and Sharepoint.  Quick to master and apply new applications.

 

 
Professional Experience

Citigroup








       2010 – Present
Project Coordinator

· Created and maintain Risk and Issue Log and Project Tracking Report
· Established and maintain control logs to provide up to date information
· Prepare weekly Status Report 
· Prepare Bi-Weekly Status Report uploaded to Sharepoint
· Prepare PowerPoint  presentations for meetings
· Provide executive summaries on monthly basis
HP/EDS @ Bank of America





            2004 – 2010
Project Coordinator / ITO Service Delivery Consultant
· Supported the installation of new network and telephone systems nation-wide
· Managed external wiring/cabling vendors and telecom service providers ensuring work was completed according to schedule
· Scheduled resources through internal applications meeting project deadlines
· Managed Request for Changes to systems, submitted to appropriate approvers with the Implementation Plan outlining steps for completion.
· Reviewed and approved invoices from wiring and telecom vendors within 48 hours. 
· Maintained and submitted status reports on weekly basis
· Corresponded with client to provide project progress, ensuring deadlines were kept
· Worked on Renovations team successfully converting 300 banking centers from legacy platform to VOIP
· Coordinated completion  of  pending  service  orders  with  customers, technicians, vendors  and  business  office  personnel
· Supported up to 15 Project Managers at a time on various project needs
· Used Technical Writing skills to make user/product training manuals
 

 NEC










 1999 – 2001
Project Coordinator
· Maintained telecommunications database for NEC Headquarters, ensuring moves, additions, and changes were scheduled to meet client’s needs
· Ordered telephone service from local telecoms, reviewed telecom billing for accuracy and payment
· Prepared and presented Power Point presentations to vendors showing timelines from construction to completion of project.

· Coordinated Moves, Adds and Changes of over 500 associates.
 
Texas Department of Criminal Justice                                                        1990 - 1997
Executive Assistant / Human Resource Representative
· Provided HR services and support in multiple areas of human resources
· Maintained and updated employee records to document personnel actions and changes in employee status
· Identified current and prospective staffing requirements
· Prepared and posted notices, collected and screened applications
· Coordinated benefits and reviewed benefits forms to ensure accuracy and coordinated with third party administrators
· Advised managers and employees on the interpretation of personnel policies, compensation and benefit programs and collective agreements.
Texas Department of Criminal Justice





  1997 - 1999
Video Conference Administrator - Implementation Coordinator
· Assisted with the RFP for Video Conferencing for TDCJ state-wide, including parole offices and Texas Board of Criminal Justice in Austin
· Successfully implemented Video Conference systems in 15 locations 
· Complied Training Manuals along with training users
· Saved the state of Texas over $50,000 in travel expense for inmates.
 

 

Education - AA Degree - Jones County Junior College, Ellisville, MS
