AMANDA TODD
1200 Brookland Parkway  Richmond, Virginia 23227
(804) 257-9858  education@cwa2201.org


[bookmark: _GoBack]Dedicated finance, program and project management professional, who for more than 30 years has worked in numerous leadership positions and has been recognized for a high degree of technical competency, increased productivity and generating revenue through high performance and consistently meeting organizational goals and objectives.

EDUCATION
Master of Business Administration, Concentration in Human Resources				Richmond, VA
Strayer University                                                                                                                                             	March 2009

Bachelor of Science, Business Administration							Jamaica, New York
City University of New York                                                                                                          		May 1992

SUMMARY
· Top-performing Account Manager with proven leadership and management of multi-million dollar IT and telecom contracts. 
· Committed to successfully completing all projects,
· Recognized for outstanding project management, communication, customer service and motivational skills. 
· Able to manage priorities/people/deadlines in a rapidly changing environment. 
· Proven success in enhancing an organization’s profitability through cost control, pricing, project management and contract negotiation.
· Proficient in Microsoft Office products (Excel, PowerPoint, Word, Access).


PROFESSIONAL EXPERIENCE
Commonwealth of Virginia – Department of Juvenile Justice				Richmond, VA
Network Coordinator  								November 2011 to Present                                                                                                                                                                                                                                                                  
· Serve as the subject matter expert and point of contact for all network account modifications.
· Provide daily updates to the DJJ Security Agreement databases regarding all updates and changes to any DJJ network accounts.
· Conduct quality checks on all incoming IT requests to ensure compliance with Virginia Information Technology Agency (VITA) and DJJ guidelines.
· Process all invoices, forecast, and analyze expenditures, resolve specific problems with accounting and budgeting units.
· Perform monthly “stare and compare” and analysis of VITA billing to the Northrop Grumman asset inventory listing to ensure accurate billing.  Document and resolve all discrepancies. 
· Assist the IT director and department with special/high level projects.
· Tier I helpdesk support for all DJJ IT security systems. 




Verizon Communications                                                                                                          	Richmond, VA
Enterprise Account Manager                                                                                                  	September 1996 to July 2010
· Served as the senior liaison between Verizon and the Commonwealth of Virginia and its major universities (V.C.U., O.D.U., etc.). Contributed to revenue growth by servicing high capacity telecommunications products (i.e. circuits, pri’s and bri’s) and services for the largest revenue generating accounts of Verizon Virginia. 
· Responsible for ordering, billing and customer service for applicable offerings and services which include all high capacity products on the multi-million dollar Commonwealth of Virginia account.
· Received the annual performance rating of “Outstanding” during the entire 14 year tenure at Verizon Communications.
· Utilized multiple Verizon systems and applications to establish, update and retrieve customer service data while simultaneously negotiating the most profitable terms with customers and or Verizon employees. 
· Analyzed, investigated and resolved customer inquiries and disputes on service, billing, rates, adjustments and policy issues. Calculated rates and issue adjustments.   
· Supported the Verizon Corporate Account Managers by conducting customer account station reviews, end-user training and attending monthly Verizon work meetings, coordinating interdepartmental installation activities, including working with outside vendors.
· Subject Matter Expert for Information Technology services, providing tier 1 problem resolution for proprietary application utilized for processing order requests.

AT&T                                                                                                                                                               New York, NY 
Service Coordinator                                                                                                              January 1984 to September 1996 
· Worked to service large accounts during major updates of telecommunications systems.  
· Visited customers frequently to assure product and services were working to specifications. 
· Surveyed new service orders and assigned them to outside field personnel.  
· Worked as field foreman for a period of one year and managed team of 20 technicians. 
· Exceeded senior management expectations each year of employment. 

New York Telephone                                                                                                                                      New York, NY
Consultant                                                                                                                                  June 1980 to September 1983
· Worked exclusively with customers in the New York City area, meeting monthly sales objectives by as much as 125%.
· Exceeded corporate sales objective by 30% through proactively interviewing and identifying customer needs.
· Exceeded corporate requirements for Cash Flow/ Risk Management through identification of Toll Abuse and Subscription Fraud along with timely and appropriate action to eliminate or minimize financial loss. 
· Received outstanding rating each year for customer service.






CERTIFICATIONS & LICENCES
National Labor College, Silver Springs, MD; “Green” Job Certification, 2010  

National Labor College, Silver Springs, MD; Leadership for Change Certification, 2010 

University of Denver, Denver, CO; Graduate Certificate in Telecommunications May 2003

Virginia Commonwealth University, Richmond, VA; Graduate Certificate in Real Estate and Land Development, May 2003 

Medical College of Virginia, Richmond, VA; Graduate Certificate in Aging Studies, May 1998

Insurance Health and Life, License Commonwealth of Virginia, Current 


AFFILIATIONS
Executive Board of CWA Local 2201 – Education Chairperson 
Duties:  Host career fairs for members, career and education advising to members and their families.
Liaison for the State of Virginia for all company and union sponsored programs in education. This includes sitting on a board which determines what programs will be created for all Verizon employees regarding education – representing the Potomac area (Virginia, West Virginia, Maryland, the District of Columbia). Match advisors with employees and create programs for groups based on interest. Created study material to use when applying for employment. Matched more than 500 associates with higher education venues. 

Ambassador for Advisory Council on Family Care (ACFC) for the Commonwealth of Virginia.  
Duties: Act as a liaison between all programs and employees in the Richmond area. This would include advising employees of the produces and services available and sitting on the board which matches services to the needs of all employees.  Act as a spokesperson in explaining products and services and aiding employees in utilizing Verizon services. Hosted fairs in different cities and worked with vendors to ensure employees became familiar with services offered. 
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