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Objective                                                                       NIH Acquisitions/Contracts Specialist
Summary 
Dynamic, self-motivated, creative, detail-oriented professional, with strong work ethic and excellent analytical, problem solving, interpersonal, research and written/oral communication skills seeking to gain experience in the field of Government Acquisitions.  Persuasive communicator, team builder and motivator experienced in handling sensitive information with a high level of discretion and confidentiality.   Capable of managing and prioritizing projects while balancing multiple assignments in a fast-paced environment and providing exceptional customer service.  Adept to working independently or as part of a team.  Proficient in Microsoft Office, Word Perfect, Windows XP, Netscape, and database management.   
Education


Howard University, Washington, DC




August, 2002 - May, 2004 


Master of Arts, Public Administration 



Cumulative GPA: 4.0

Lincoln University, PA
                                                                             August, 1997 – May, 2001



Bachelor of Arts, Political Science, cum laude

Cumulative GPA: 3.3     


Lafayette High School, Brooklyn, NY




September, 1994-June, 1997
 
NYS Regents High School Diploma

Relevant Experience



Department of Health and Human Services (DHHS)


July, 2004- present


Emerging Leaders Intern
Rotation #3: Administration for Children & Families, Office of Grants Management (OGM), Wash., DC (01/11-03/18/05)

Supervisor: Carol Carter Walker, Acting Director, OGM
Serve as member of OGM staff working on major Office initiatives under the direct supervision of the Director, OGM.  Duties as assigned include:

· Serving as Executive Secretariat for Property Issues Workgroup.
· Compilation of OGM monthly report to Assistant Secretary Wade Horn and Deputy Assistant Secretary for Administration Curtis Coy.
· Updating Position descriptions.
· Preparation of Performance plans.
· Facilitating the coordination of agency response to Congressional inquiries & FOIA requests.
· Establish Interagency Agreements.
Rotation #2:  OS/ASAM/Office of Acquisition Management & Policy, Strategic Sourcing Division (SSD), , Wash., DC (10/12- 01/07/05) 

Supervisor:  Kesa Russell, Business Analyst/Team Lead

Served as part of the operational group of the SSD.  SSD is tasked with leveraging HHS purchasing spend to decrease the total cost of commodities, increase operational efficiencies and develop strategic partnerships with best in class vendors.  Initiatives and duties as assigned included: 
· Coordinating contract implementation and website development.

· Implementing communications plan to facilitate customer buy-in and utilization of contracts.

· Developing and coordinate a training program to educate HHS staff about the commodity contracts and ordering process.

· Reviewing spending reports for each OPDIV.

· Preparing executive summaries detailing OPDIV usage of SSD Contract Portfolio.

· Serving as a liaison between OPDIVs and Vendors.

· Monitoring Contract progress.

· Performing audits of Vendor pricing.

Rotation#1: The National Institutes of Health Training Center (NIHTC), Rockville, MD (8/04-10/04)

Supervisor: Melanie Keller, Director, NIHTC

Served as part of the operational group for the NIHTC, working on major NIHTC initiatives in conjunction with Program Manager staff and under the direct supervision of the NIHTC Director.  Initiatives and duties as assigned included:

· NIH- wide implementation of the DHHS mandated Learning Management System (LMS).

· Research & development of NIH Supervisory Certificate Program.

· Research & development of the NIH Elite Executive Education Program.

· Vendor Contract Negotiations.

· Procurement.

Office of Government Ethics (OGE), Washington, DC

  November, 2003 –May, 2004 


Program Support Assistant, Intern

Supervisor: Patricia Zemple, Assoc. Director, PSD


Supervisor: Edward Pratt, Assoc. Director, PRD


Supervisor: Jane Ley, Deputy Director, OGRSP 
Served as part of the operational group for the Program Services Division (PSD) and the Program Review Division, (PRD) and the Office of Government Relations and Special Projects (OGRSP).   Duties and assignments included: 

· Reviewing public and confidential financial disclosure reports for executive branch employees.  
· Maintaining and utilizing database of public financial disclosure filers. 
· Member of OGE review team which conducts audits/reviews of executive branch agencies and departments’ ethics program according to Federal regulations and OGE review guidelines. Review duties included conducting interviews with agency ethics officials, measuring agency compliance with Federal regulations, reviewing systemic maintenance, presenting findings and generating reports.  
· Analyzing  and generating reports for the annual agency ethics program questionnaires. 
· Serving as interim management analyst for the Office of Government Relations and Special Projects.  Duties for interim position included conference planning, functioning as a liaison between OGE and international public and private organizations seeking to learn of the U.S. ethics program and  administering international technical assistance.  
Office of Government Ethics (OGE), Washington, DC

August, 2002 – November, 2003
Legal Secretary, Contractor
Supervisor: Marilyn Bennett, Program Analyst, OGC &LP
Served as program support to the Office of General Counsel & Legal Policy (OGC & LP).  Duties and assignments included:
· Establishing and maintaining records and files for executive branch ethics officials. 

· Preparing and completing data entry for issuance of certificates of divestiture.

· Functioning as the official time keeper for the OGC & LP.  

· Preparing travel arrangements for the OGC & LP.  

· Maintaining an effective and accountable filing system. 

· Conducting research assignments related to conflict of interest issues, financial disclosure and various other issues related to agency mission. 

· Responding to Freedom of Information Act (FOIA)  requests and other documentary requests.  

· Editing and preparing advisory opinions for publication.  

National Institutes of Health (NIH),  Bethesda, MD


November, 2001 - May, 2002



Accounting Technician, Contractor

Supervisor: Priscilla Irick, Chief, Accounts Payable
Served as a part of the operational group for the Accounts Payable Division in the Office of Financial Management (OFM).  Duties and assignments included:
· Processing and indexing invoices for timely payment according to the Prompt Payment Act. 

· Preparing correspondence to vendors. 

· Assessing problematic invoices and making reasonable efforts to resolve them in a timely manner. 

· Preparing and proofreading itemized reports regarding vendor and agency accounts.

Professional Development
Formal Training in Executive Core Qualifications Include:
Leading People

· Strategic Thinking

· Influencing/ Interpersonal Skills

· Leveraging Diversity

· Leading with Style

· Career Skills Assessment

· Career Power

Building Coalitions/Communication

· Strategic Thinking

· Conflict Management

· Mentor Training

· Networking

· Expanding your Awareness

Results Driven

· Creativity and Innovation

Leading Change

· Public Value Networks/ Tools for Change

Technical Competence

· Appropriations Law

· Procurement Tracking Training

· Grants Certification Course
· Simplified Acquisition

· Program Budget Formulation

Business Acumen
· Financial Management and  Federal Budget Process

· Budget Formulation and Budget Execution

· Foundations of Contracting

· OMB Briefing

· Performance Management and President’s Management Agenda

· Introduction to E-Government

· Program Development and Improvement

· Customer Service Training

*Over 193 hours of Professional Development in Executive Core Qualifications*

Activities/Accomplishments/Awards

· Emerging Leader Programmatic Issues Workgroup 

· DHHS Health Literacy Activities Group Project

· 2004 Scholastic Excellence Award,  Political Science Department, Howard University Graduate School

· 2003 Shirley Chisholm Award for Public Policy awarded by Congresswoman Juanita Millendar-McDonald (D-CA) during the 2003 Congressional Black Caucus

· Graduate Cum Laude, Lincoln University, 2001

· Pi Sigma Alpha National Political Science Honor Society, 2001
· United States Dean’s List, 1999

· Member, Alpha Kappa Alpha Sorority, Inc.


