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Andrea Brooks, MPH

Email:  andrea.brooks@hhs.gov
12438 Great Park Circle, #102

Germantown, MD 20876

    Mobile Phone: 240-644-5907


Citizenship:  United States

Veteran’s Preference:  5 points 

    Security Clearance:  SECRET

Highest Federal Civilian Grade Held:  GS-0301-09, effective 07-25-2004

OBJECTIVE


Public Health Advisor/Educator, Special Assistant or Epidemiology Position

SUMMARY OF QUALIFICATIONS

Creative, versatile, dedicated and highly accomplished professional with a full range of public health, management, administrative, and health insurance experience.  Dedicated, disciplined and enthusiastic with a proven record of success in prioritizing, multi-tasking and meeting deadlines.  

PROFESSIONAL EXPERIENCE

Emerging Leader - Public Health Track: Second Rotational Assignment

From: 01/02/05
To: 03/21/05

Salary: $43,365

Hours per week: 40

Employer’s name and address:
        
Centers for Disease Control & Prevention

NICD/
Division of Parasitic Diseases, Mailstop F-22






4770 Buford Highway, N.E., Atlanta, GA 30341

Supervisor’s name and phone #:

Michael Beach, PhD

(770) 488-7763

Description of Duties:

· Perform administrative and logistical support for national workshop by planning, managing, coordinating and monitoring events.

· Collaborates with national, federal and local entities to optimize research.

· Participates in working groups to ensure recommendations are accurately reported.

· Provides overall management and direction for CDC RWI Prevention Workshop.

· Continuously identities and implement process changes, improvements and planning methodologies to enhance performance across projects.

Emerging Leader - Public Health Track: Second Rotational Assignment - Continues

Description of Duties:
· Develop reports, recommendations and communicate plans via written and oral presentation to stakeholders.

· Responsible for coordinating activities of workgroups, identifying appropriate resources needed, and developing schedules to ensure completion of project.

· Assists chief epidemiologist with statistical data and research.

· Presented at the national workshop to over 100 participants.

· Maintain conference calls and emails to update participants on announcements as needed.

· Participated in the pre-scoping and design with NCID, NCEH and Council of State and Territorial Epidemiologists for workshop.

Emerging Leader -Public Health Track: First Rotational Assignment:

From: 08/01/04
To: 12/21/05

Salary:  $43,365
Hours per week: 40

Employer’s name and address:

National Institutes of Health/NIA







Financial Management Office







9000 Rockville Pike, Bethesda, MD  20892

Supervisor’s name and phone #:

Patrick Shirdon, Budget Officer  (301) 451-8830

Description of Duties:

· Assisted with budget formulation, budget justification, budget execution and end-of year closeout for $1 billion dollar allocation.

· Tracked obligations and the projected use of fund and worked with divisions to reconcile spending plans.

· Attended budget officers meetings, grant management meetings and various training designed for budget staff.

· Analyzed and provided recommendations and estimates for research management support (RMS) funds.

· Performed a variety of budget analysis functions, including creating reports and presentations from VSOF, NIH Data Warehouse, and IMPAC II. 

· Reviewed historical budget, RFP and financial data to prepare and validate estimates.

· Monitored the execution of operating budget to ensure proper allocation, reprogramming, and timely obligation of funds.  

· Ensured milestones were met and budget documents and database were accurate.

· Examined budgetary proposals and the discretional spending targets.

· Tracked progress of appropriations through Congress.  

· Monitored the use of budgetary resources for assigned program through the review of financial data and information provided by offices.

· Created professional tables and reports using Excel, IMPAC II, VSOF, and Data Warehouse.

· Assisted budget officer with recommendations, presentations and reports.

Job Title:  Program Manager/IG Inspection Team Member

From: 1/27/03
To: 07/22/04

Salary: $42,000 - $48,000 
 Hours per week: 40

Employer’s name and address:

United States Joint Forces Command






1562 Mitscher Avenue, Norfolk, VA 23451

Supervisor’s name and phone #:

MAJ Twanda Young

   757-836-6677

Reason for Leaving: Release from active duty for career opportunity

Description of Duties:

· Provided staff guidance, program analysis, guidance and operational support for United States Joint Forces Command.
· Performed needs assessment, designed strategies and developed a strategic plan for implementing a new database system for all services.
· Managed activities performance toward the accomplishment of Joint Forces’ mission, initiatives and goals.
· Conducted briefings, training, and meeting on regulations, DD214, SGLI, records management, and Army standards.
· Served as Non-Commissioned Officer in Charge at Soldiers Readiness Center (NCOIC) at Camp Atterbury, as well as, Medical Liaison for Fort Knox Army Hospital.
· Managed complex investigations and ensured the integrity and quality of investigations.
· Directed team efforts to solved unexpected problems that often encountered with medical soldiers.
· Managed administrative effectiveness resulting in flawless execution of a $1 million dollar budget.
· Developed and prepared briefings, staff documents, information papers and executive summaries. 

· Created and published procedures, provided guidance and recommendations for Chief, Reserve Support Division to accomplish peace and wartime missions.

· Displayed outstanding technical and tactical proficiency executing the administrative functions to mobilized reservists in support of Operation Iraqi Freedom and Operation Enduring Freedom.

· Resolved systemic problems resulting in a user-friendly US Joint Forces business operation process supporting the Command’s mission.

· Executed a first rate Joint ADSW workshop to enhance command knowledge of the ADSW order requests procedures.

· Led training on correct Army procedures, regulatory guidelines, and military tasks.

· Managed ADSW, TTAD, CO-TTAD, MOB, Co-EAD and mobilization programs and ensured all requirements were filled at 100%

· Developed a web-based matrix to facilitate quicker access of documents required for all Army tours.

· Conceptualized the development and designed a computer base system to support accountability and utilization of ADSW funding.

· Planned, organized and conducted sensitive and complex investigations.

· Coordinated and negotiated with personnel to ensure fully responsive replies to IG reports.

· Interacted and worked closely with Pentagon staff and Human Resources Command to ensure missions were carried out successfully.  
· Conducted training classes on Microsoft Office (Word, Excel and Access) to military personnel.
Job Title:  Reinsurance Manager 

From:  11/01/1999
To: 03/01/2004
Salary:  $47,000-$54,000
Hours per week: 40

Employer’s name and address:

AJD Insurance Consultants






P O Box 295, Ridgeland, MS 39158

Supervisor’s name and phone #:

Tanya George

601-924-5636

Reason for Leaving:  Called to Active Duty via Presidential Orders

Description of Duties:

· Utilized actuarial software to create, organized, and maintain treaty records.

· Assisted with data collection and sorting of health insurance policy information.

· Monitored financial stability of reinsurers, brokers and third-party administrators.
· Assisted clients in management of their business and suggested “value added” services.
· Hired, trained, assisted, and directed over ten temporary workers and on site contractors to successfully implement a new database system containing over 7 years of historical data and over $400 million.
· Responsible for all facets for $30 million in force block of business (treaty year).
· Planned, developed, designed and implemented a new Stop Loss Administration Database System to for reinsurance premiums, commissions, gain/loss analysis, claims submission and payment.
· Assisted in risk analysis for reinsurance and prepared profit/loss statements, group ratios, and assisted in projections for groups’ underwriters.
· Prepared financial reports, commission statements, commission checks, IRS Schedule A, 1099, budgets premiums on a monthly, quarterly, and annually basis.
· Conducted special analytical projects related to the management of both financial and non-financial aspects of health insurance grouping.
· Performed audits and account reconciliation to ensure accuracy and timeliness of payments.
· Prepared underwriting submissions, analyzed, negotiated and approved insurance policies endorsements, delinquent premiums management and premium allocations.
· Developed and conducted presentations on medical stop loss and advantages of reinsurance.
· Prepared statistical analyses of claim and underwriting data for reinsurers and reinsurance brokers.

· Prepared quotes, answered questions, and served as the underwriter for life insurance.

· Reviewed, evaluated and reported actuarial trends and rating considerations.

· Utilized actuarial and financial software to develop new ways of examing data.

· Produced ad-hoc reports in Microsoft Excel, Access, Peachtree and Stop Loss Database.

· Analyzed data for underwriting strategies, reserve programs, and financial forecasts.

· Managed the design, development and deployment of new systems that received raving reviews from one of the top international insurance company in the world.

· Performed claims cost analysis of collected data.

· Calculated IBNR reserves for actuaries, investors, brokers and third-party administrators.

· Assisted CEO with actuarial reports, creating the only MGUs in the State of Mississippi.

Job Title:  Research Associate

From:  12/01/2001
To: 08/15/2002
Salary:  N/A 
Hours per week: 30

Employer’s name and address:

Jackson Heart Study







350 Woodrow Wilson, Jackson, MS 39213

Supervisor’s name/phone #: Dr. Daniel Sarpong, PhD, Co-PI, Director 601-368-4650

Reason for Leaving:  Capstone Requirement for completion of MPH Degree

Description of Duties:

· Participated in a variety of complex, independent activities involved in planning, organizing and conducting research on the prevalence of cardiovascular diseases in African Americans.
· Collected epidemiological data related to cardiovascular diseases and the number of specialized physicians practicing in rural areas.
· Assisted in the development and creation of a research paper and presentation and presented at the Jackson State University Health Forum.

· Participated in epidemiology review of alternative drugs with the University of MS Medical Center.

· Reviewed journals, abstracts and scientific literature to keep abreast of development and information relevant to the study.

· Analyzed existing cardiovascular diseases data sets and examined risk factors.
Job Title:  Team Manager, Special Services

From:  07/01/00
To: 09/11/2001
Salary: $24 per hour 
Hours per week: 35-40

Employer’s name and address:

A T & T Wireless







Colony Parkway, Jackson, MS 39213

Supervisor’s name: 



Kevin Minor, Manager

Reason for Leaving:  Consulted ( 2nd job) to improve call center statistics

Description of Duties:

· Developed and spearheaded strategic plan that supported the company’s vision and measured the plan’s effectiveness. 
· Conducted weekly review sessions with team and discussed key factor measurements and productivity including managing of financial resources for promotional items.
· Analyzed, recommended, and implemented changes in existing market plans.

· Provided role clarity and career development for team members via regular one on ones and performance appraisals.  

· Interviewed, hired, developed, terminated and coached employees.

· Forecasted to ensure quota were met and reduced churn rate by nearly 3%.
· Examined, researched and analyzed competitors’ services and market strategies.
· Audited process to ensure objectives were met and gaps were properly resolved.
· Envisioned concept of team building exercises and conducted training for over 400 representatives located in three call centers.
Job Title:  Supervisor, Provider Services and Customer Services

From:  09/01/1997
To: 09/01/1999
Salary: $35,000-$39,000   
Hours per week: 37.5

Employer’s name and address:

Blue Cross Blue Shield of Mississippi







P O Box 125, Jackson, MS 39213


Supervisor’s name: 



Candace Strickland

Reason for Leaving:  Career Advancement

Description of Duties:

· Monitored quality of service and responses provided through observation and monitoring of calls.  Completed and conducted performance appraisals.

· Coached and created highly valued metrics that was used throughout the company for all provider specialists and customer representatives.

· Interviewed, hired, and trained provider and customer service staff on medical terminology, HCFA 1500, UB-92, ICD-9s, CPT codes, summary plans document, Medicare, third-party insurance, claims payment and explanation of benefits.

· Motivated, promoted and maintained a team of over 50 representatives and support staff due to consolidation of center.

· Ensured adequate phone coverage utilizing ACD system and reports. 

· Served as company’s representative and subject matter expert at seminars for the medical community.

· Facilitated meeting with provider and/or staff to discuss claims payments.  
· Liaison with directors to launch and strategize plans for further enhanced processes.
Job Title:  Board of Director, (Vice President Finance & Outreach)

From:  07/15/2001
To: 02/01/2003
Salary: N/A        
Hours per week: 10

Employer’s name and address:

MS Veterans Association







P O Box 125, Jackson, MS 39213

President’s name/phone #:

Licinda Collins, MPA   (601) 368-3820

Description of Duties:

· Solicited, interviewed, and secured bids with contractors for various services.

· Insured all non-profits forms were in compliance with State and US Attorney General.

· Assisted in interviewing and hiring of Executive Director for day-to-day activities.

· Identified, evaluated and recommended programs to the organization.

· Reported on strategies, successes, and challenges to committees and Board.

· Managed and facilitated chapter programs that provides scholarships to college students of veterans.

· Monitored strategies to establish holiday and special events for veterans located in the State of Mississippi (gift cards, financial assistance, etc).
· Internally developed and articulated strategic opportunities to executive director and business development team.

EDUCATION

Indiana-Purdue 

Certificate in Clinical Research


 
Certificate Received:  Fall 2003

Indianapolis, IN
Jackson State University

Master in Public Health
 



 Degree Received:  Spring 2002
Major:  Epidemiology and Biostatistics 

Jackson, MS

Jackson State University

Bachelor of Business Administration

 
Degree Received:  Spring 1996
Major:  Business Administration

Minor:  Real Estate 

MEMBERSHIPS/ COMMITTEE SERVICE

2005 to present

CDC RWI Recreational Workgroup Member

2005 to present

NIH Intern Policy Committee Member

2005 to present

ELP Marketing Subcommittee Member

2004 to present

American Public Health Association Member 

2002 to present

Non-Commissioner Officer Member

2003 to present

Joint Forces Command NCO Member

2002 to 2004


National Association of Realtors

2002 to 2004


Mississippi Association of Realtors

2001 to 2003


MS Veterans Association Board of Director, VP Finance

1997 to 2002


IRS’ Volunteer Income Tax Assistance 

1999 to 2002


Mississippi Public Health Association

1997 to 2003


Junior Achievement Volunteer (Classroom Instructor at local schools)
SPECIAL QUALIFICATIONS AND SKILLS

· Epidemiology, Clinical Research, Public Health and Administrative Training

· Extensive Leadership and Management Experience 

· Proficient in:  Microsoft Word, Excel, Outlook, Power Point, and Access, WordPerfect, Lotus, Windows, SPSS, Peachtree Accounting, QuickBooks,

· Great oral and written communication skills

· Typing 60 words per minutes

· Working Knowledge of:  VSOF, NIH Data Warehouse, IMPAC II, Database Development

AWARDS AND RECOGNITION

Joint Services Achievement Award
07/04 
Extraordinary services as Program Manager

National Defense Service Medal 
2003
In recognition for outstanding performance
Who’s Who In Management

2001
For exceptional leadership and management skills 

Air Force Outstanding Unit Award
2000
For outstanding academic performance

AFR Meritorious Service Medal 
2000
In recognition for outstanding performance

Honor Graduate – WOF Laymen
2000
For outstanding academic performance

Helping to Encourage Leaders Award
1999 
For Motivating and Leading Team Members

Employee of the Month

1999
For extraordinary performance

PLDC Commander’s List

1998
Ranked 3rd in class (320 soldiers)

Army Achievement Award

1998
For extraordinary performance 

Dean’s List



95/96
For outstanding academic performance

 TRAINING

	Leadership Courses
	Location
	Dates
	Length

	Primary Leadership Development 
	US Army
	1998
	2 weeks

	Stephen Covey – How to Supervise
	BCBS
	1999
	1 day

	Managing Difficult People
	ATT
	2000
	2 days

	The Secrets of Female Leaders
	US Army
	03/04
	4 hours

	Dynamics of Leadership
	US Army
	03/04
	6 hours

	Energizing & Empowering Employees
	E-Learning
	03/04
	4 hours

	Managers Performance Guide
	US Army
	02/04
	8 hours

	Prepare for your new Management Role
	US Army
	01/04
	8 days

	Budget/Procurement Courses
	Location
	Dates
	Length

	Federal Budget Process
	NIH
	09/04
	2 Days

	Budget Tracking
	NIH
	09/04
	1 day

	NIH Data Warehouse- EOY Closeout
	NIH
	09/04
	1 day

	Agency Budget Formulation
	ELP
	02/05
	4 hours

	Simplified Acquisition
	ELP
	02/05
	1 Day

	Program Budget Formulation
	ELP
	02/05
	1 Day

	Preparing for a Negotiation
	DL Net
	12/28/04
	2 hours

	Administrative Courses
	Location
	Dates
	Length

	Presenting to Succeed
	Smartforce
	01/05
	4 hours

	Mastering Business Writing
	Smartforce
	01/05
	12 hours

	Program Improvement
	ELP 
	02/05
	1 Day

	Introduction to e-Government
	ELP
	02/05
	2 hours

	Successful Communication
	ELP
	10/06/04
	4 hours

	Conflict Management
	ELP
	10/07/04
	4 hours

	Leading with Style
	ELP
	10/04/04
	4 hours

	Foundations of Creative Thinking
	ELP
	12/8/04
	1 Day

	Expanding Your Awareness
	ELP
	12/09/04
	4 hours

	Strategic Thinking
	ELP
	10/05/04
	4 hours

	Networking
	ELP
	10/06/04
	4 hours

	Organization Courses
	Location
	Dates
	Length

	Assessing and Using Expert Help
	ELP
	12/04
	2 Days

	Emotional Intelligence
	NIH
	8/04
	1 day

	Getting Organized
	US Army
	03/05
	2 hours

	Pharmaceutical Overview
	Smartforce
	01/04
	4 hours

	Solutions for Success in Pharmaceutical
	Smartforce
	01/04
	6 hours


	Human Resources Courses
	Location
	Dates
	Length

	Leveraging Diversity
	ELP
	10/05/04
	4 hours

	Influencing Interpersonal Skills
	ELP
	10/07/04
	4 hours

	Career Power: CDP
	ELP
	10/04/04
	4 hours

	Career Skills Assessment
	ELP
	10/08/04
	4 hours

	Design Performance Appraisals
	US Army
	01/04
	7 hours

	Air Force University Personnel Course
	Air Force
	2000
	28 days

	LICENSES
	State
	Status
	License # 

	Real Estate Broker License
	Mississippi
	Active
	15666

	Real Estate Appraisal Permit
	Mississippi
	Active
	N/A

	Health, Life & Accidence License
	Mississippi
	Active
	301908

	Reinsurance Intermediary Broker
	Mississippi
	Active
	301907


REFERENCES   
           
Michael Beach, PhD

Team Leader

Centers for Disease Control and Prevention

Division of Parasitic Diseases

U.S. Department of Health and Human Services

Mailstop F-22

4770 Buford Highway, N.E., Atlanta, GA 30341

Phone:  770-488-7763

Supervisor:  January 2005 to Present

Patrick Shirdon

Budget Officer

National Institutes of Health

Office of Financial Management

9000 Rockville Pike

Bethesda, MD 20892

Phone:  301-451-8830

Supervisor: November 2004 to February 2005

Tanya George

Manager

AJD Insurance Consultants (Risk Reinsurance)

P O Box 295, Ridgeland, MS  39157

Phone:  601-924-5636

Manager: Oct 1999 to Feb 2003

MAJ Twanda Young

Officer in Charge (OIC)
United States Joint Forces Command

1562 Mitscher Avenue 

Norfolk, VA  23451

Phone:  757-836-6677
