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	Summary of qualifications
	Project Management            Training Management             Needs Assessments

Curriculum Development     Instructional Design               Course Development

Instruction/Delivery             Testing/Evaluation                  Policies/Procedures

Process Documentation        User Guides/Tech Writing     Training Logistics  

Product and Skills Training  Call Center Training               SAP(SD/MM/PP/FI/CO)
Software Skills:  MS Word, PowerPoint, Excel, Project, Visio, Flash , Generation 21 ( beta tested), Toolbook II – Instructor (Learning stage)  

	Education
	Bachelor of Science in Business Administration – Major/Marketing

Masters in Education – Major/Training and Development

	Professional experience
	2002-2003
Advance Interactive Systems

Certified OJT Assessor/Training Supervisor

After 40 hours of training on airport security procedures and machines,  the responsibility of the Training Supervisor includes ensuring that the assessors::

· Provide 60 hours of coaching, supervision and evaluation of new federal government baggage screeners

· Provide feedback on good or bad procedures

· Create daily assessment forms on each screener

· Evaluate whether the screener passed or failed their final practical test

· Present certification diploma to those that passed

· Provide feedback to screeners supervisor on those that failed and whether further training would solve the problem

Contractor
Compaq Computer Corporation

Training Manager (for SAP – 6 months – MM, PP, SD, BW, FI)
Responsible for design of the training strategy and development of a Project Plan and Schedule for the implementation of a new version of SAP in the Global Supply area.  Worked with Subject Matter Experts and Regional Training Managers to decide what training was required and what training medium was desired.  Managed all efforts to supply training development team with the material they needed.
RSA Security

Educational Consultant (for SAP - 6 months –modules SD, MM, PP, FI)
Responsible for the design and updating of SAP training materials for a new implementation in Ireland.   Also responsible for setting up the training and testing rooms with all equipment necessary to conduct the training.

Compaq Computer Corporation

Training Manager – Telecommunications Line of Business

Responsible for the design, development and implementation of policies and procedures for field engineers who are new instructors.  These standards were needed to ensure that the worldwide field personnel developed and delivered quality and timely training to its customers.  

· Completed Needs Analysis with Business Segment Training Managers on what policies and procedures were needed

· Researched what Compaq already had for training policies, procedures and templates for possible re-use

· In process of developing policies, work instructions and templates

· Gained approval from legal and the Training Team on documents developed

· Piloted various policies with field personnel and coached them on use 

· Implementing policies, procedures and templates when approved by HQ and Field

3Com Corporation.

Curriculum Manager 

Responsible for design, development and implementation of a new hire Boot Camp training program on a very aggressive schedule of two months.  Accomplishments included:

· Needs Analysis with Senior Engineering Managers at HQ and Field for product training needed to bring new engineers up to speed quickly

· Designed 8 week schedule according to managers and engineers assessment

· Booked equipment, classrooms, instructors and material for each class within the schedule including non-3Com personnel 

· Created feedback forms for daily use since this Boot Camp was a pilot for the future

1998 – 1999

Compuware/NuMega Labs


Instructional Designer/Courseware Developer/Educational Consultant

Worked with internal development teams including developers/programmers, testers and technical writers.  Accomplishments included:
· Curriculum and course design for testing/debugging software products   

· Member of each new product development team to assess training needs

· Developed training plans, course outlines and course material on new software products

· Maintained courses as updates were needed

· Conducted Product Training for sales and consultants 

· Made recommendations on going to web-based training, including design and tools
1994– 1998

Digital Equipment Corporation/Compaq


Educational Consultant (for SAP 4 years – SD, MM, PP, FI/CO)
As a Training Consultant for all internal Digital organizations, accomplishments included:

· Needs Assessment for SAP implementation training

· Member of Training Steering Committee to review course outlines, course documentation and assist in logistics recommendations

· SAP course development of overview and other functional courses especially Quote, Order Management, Material Management, Production Planning, and Finance
· Re-engineering process documentation for various groups during SAP implementation

· Training Manager for Small Business Unit SAP implementation 

· Consultant to Training Manager on training vehicles, instructional design, curriculum

· development, needs assessment, logistics recommendations

· Course development/User guides for Sales/Marketing/Order Entry SAP implementation

· Delivery of various SAP Products/Modules (SD/MM/PP)
1993 – 1994

Calidus Systems Inc.


Training/Project Manager

As a Training/Project Manager had responsibility for all activities involved in delivery and installation of custom design software including:

· Contract negotiations

· Project plans

· Needs analysis

· Functional specifications for customization of software

· User documentation, training documentation and delivery of training of Calidus product
1975 - 1993


Digital Equipment Corporation


Educational Consultant – Organizational Development for the Account Support Group

As a Training Consultant in charge of Critical Skills and Product Training to Service Sales Executives, accomplishments included:

· Needs assessments

· Instructional design and development of courses

· Logistics negotiation for speakers

· Managed staff of 25 people during delivery of events as well as delivery of parts of the product and skills training  

· High quality training was delivered on time and within budget

Other positions within Digital

Project Manager – Software Services Finance

Business Support/Project Manager – Education Services Business Support

Senior Policies and Procedures/Training Consultant –  Finance & Administration

Product Analyst/Forecaster – Field Service

Senior Project Specialist – Software Distribution Center

Order Administration Manager – Micros Product Line

Senior Data Base Coordinator – Software Services 

	
	



