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	QUALIFICATIONS SUMMARY
	





· Operations & Project Coordination: Demonstrated ability to manage projects and contribute effectively to diverse team environments by collaborating with individuals, groups and senior staff. Strong time-management skills; able to multitask and prioritize competing tasks in high-press, deadline-driven environments. Proven record of success in quality control, leadership, and client management. 
· Key Strengths: Highly motivated and committed to maintaining high level of performance, with demonstrated willingness to go beyond basic responsibilities and expectations. Able to quickly learn and excel in new tasks and programs, as well as adapting to changing requirements. 
· Journalism & Communications: Experience interviewing sources, researching and writing story packages, as well as communicating with officials to identify potential stories. Strong writing skills, including: Proposals, promotional materials, and technical writing/editing. Corporate experience communicating and sharing information via secure Project Sites, Blogs, and Social Media outlets.
· Computer & Technical Proficiencies: Microsoft Office (Project, Word, Outlook, Excel, Power Point), Adobe, IEP-PRO, Intervention-PRO, INEWS Systems, Avid, Final Cut Pro, SharePoint, Visio, Crystal Ball.
	EDUCATIONAL BACKGROUND
	





Master’s Certificate in Project Management (April, 2012) 
University of Maryland University College, Adelphi, MD    
Microsoft Project 2007 Training (June, 2011)
    SAIC University, McLean, VA
Technical Writing for Business Training (November, 2009) 
Montgomery College, Wheaton, MD 
Bachelor of Arts in Journalism (May, 2007) 
Hampton University, Hampton, VA 
      Graduated cum laude
	PROFESSIONAL EXPERIENCE 
	





SCIENCE APPLICATIONS INTERNATIONAL CORPORATION (SAIC), Falls Church, VA 
Release Management/Project Coordinator (November 2010 – Present) 
Manage weekly internal software releases. Communicate with internal, external stakeholders, and partner organizations to ensure process gates are met to deliver quality assured software on schedule. Write and edit software release documents, such as risk assessments, summary and impact statements, installation instructions, and testing information, pertaining to the military’s electronic healthcare system, AHLTA.  Maintain software schedules and project timelines in conjunction with our customer, the Department of Defense. Update collaboration web site, SharePoint, to show activity statuses.  Facilitate Deployment Management Working Group meetings on various software related activities with Army, Navy, and Air Force. Write minutes for weekly customer status meetings. Maintain software deployment databases for AHLTA components. Facilitate process improvement meetings and deliverable planning meetings. Maintain Lessons Learned spreadsheets. Coordinate the production of PowerPoint slides for internal Integration project status meetings. Support Integration and Information Assurance (IA) team with Security Technical Implementation Guide (STIG) compliance and remediation efforts. Generate and maintain delivery and deployment spreadsheets for all software released to our customer.   
DAKOTA CONSULTING, INC., Silver Spring, MD 
Project Support Specialist (April 2010 – November 2010) 
Worked collaboratively with the project team to schedule milestones for Federal projects. Reviewed the status of projects; managed schedules, prepared weekly status reports, and monitored action items. Kept Project Manager informed of project direction, progress, and problems. Drafted various Certification & Accreditation (C&A) Documentation. Created secure Google Project Sites to share project documents. Led weekly status report conference calls with the project team. Performed Quality Control (QC) to assure total compliance with quality standards. Reviewed and edited documents for both grammar and style. Contributed to marketing efforts by writing content for the company website and local government blogs. Wrote and edited proposal content. Maintained a library of past performance data including customer contacts, performance metrics, and narrative material.
APPLEONE EMPLOYMENT AGENCY
BNC MORTGAGE, Columbia, MD 
Administrative Specialist (June 2007 – July 2008) 
Ensured all legal documents were complete, signed, and ready for loan submission. Verified client application was in compliance with federal, state and local regulations along with company policy and procedures. Ensured borrower’s application was entered into the database system accurately. Reviewed confidential client files for completeness while ensuring compliance with federal and state regulations. Assisted senior management with internal correspondence, coordinating appointments, travel arrangements, and contributing to special projects.  Sorted and distributed incoming and outgoing mail. 
	ADDITIONAL EXPERIENCE 
	





HAMPTON ALUMNI ASSOCIATION, Montgomery County, MD 
Volunteer Project Coordinator (September 2008 – Present) 
Coordinate community service projects on a monthly basis. Administer meetings with project team prior to the project date. Identify needed resources and establish individual assignments accordingly. Ensure that each team member understands their responsibilities and accountabilities. Utilizes Facebook and Twitter to promote projects and encourage local alumni to participate. Effectively communicate relevant project information to team via email and social networks. Coordinate details between the alumni association and volunteer organizations. Responsible for developing, managing and implementing all tasks related to the specific project. Frequently prepare organizational tables in order to report financial project donations.  Analyze collected feedback from alumni for the purposes of determining necessary adjustments needed to improve future projects.
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