
J. Stefani Salazar

504 Easley Street, Apartment 201

Silver Spring, MD 20910

(301) 254-9304, stefani.salazar@hhs.gov
Objective
· Obtain a Program/Management Analyst Position at the National Institutes of Health 

Summary
· Exceptional administrative and support experience in academic, research, and legislative settings

· In-depth social research background with strong qualitative and quantitative research and analytical skills

· Excellent public speaking and written communication skills

· Extensive professional experience working with a wide variety of individuals 

· Successful experience planning projects and coordinating events 

· Team player, flexible, independent, pro-active, and organized

HHS Emerging Leaders Program Rotational Assignments (2004)
January 10 – 

Administration for Children and Families
April 8


Office of Administration




Washington, DC

Assisting with the completion of a knowledge management system for OA budget formulation. Duties include completing line item documentation for 10 different CANs, incorporating electronic records, and developing financial operating reports for customers. Additionally, assisting with ACF competitive sourcing activities by reviewing cost estimates for FY05 streamlined competitions and participating in the development of FY05 regional streamlined “pilot” study of administrative positions. (Supervisor: Robert Velasco, Chief of Staff 202- 401-6964) 
October 12 –

Office of the Secretary
January 7
Office for the Assistant Secretary for Administration and Management: Office of Competitive Sourcing


Washington, DC

Assisted with a variety of tasks including editing the Competitive Sourcing Guidebook for HHS OPDIVs, and preparing congressional reports for the FAIR Act inventory and the Department’s competitive sourcing activities. Compiled and coordinated the distribution of guidance books for FAIR Act inventory definitions; prepared the Director for his HHS Off-site Management Conference presentation; wrote Secretary Thompson’s talking points for his speech at a reception celebrating HHS’s “Green” rating for Competitive Sourcing and Strategic Management of Human Capital; created the OCS transition book for the 2004 Election outcome; conducted a position analysis and provided recommendations for filling a vacant staff assistant position; and developed a statement of work for an independent audit of two FDA standard competitions. (Supervisor: Bob Noonan, Director 202-205-4650)
August 2 - 
National Institutes of Health

October 8 

National Cancer Institute: Office of Workforce Development




Bethesda, MD

Assisted with both the rollout of an institute-wide workforce development initiative and with activities related to the office’s Fellowship Program. Duties for the former included designing the procedures for beta-testing an on-line survey instrument, conducting beta-test interviews, writing a final report suggesting changes for the finalized survey instrument, and assisting in the creation of a communications plan for the initiative. Duties for the latter included assisting in the coordination of the review process for both the Institute’s Outstanding Mentor Award and the Sallie Rosen Kaplan Fellowship. Additionally, created PowerPoint presentation for the Director to present to the new Executive Officer outlining goals, mission, and structure of the office. (Supervisor: Christina Bruce, Director 301- 435-8524)
Research & Administrative Work Experience
October 2003 -
School of Education, University of Michigan

July 2004

Center for Highly Interactive Computing in Education




Ann Arbor, MI




Research Associate

Assisted in data collection and was responsible for general organizational duties of a research and development effort in Science Education.  Coordinated distribution of the Center’s science curriculum, conducted classroom observations in participating schools in Detroit, prepared and coded daily field notes of those observations, managed and processed incoming test data, trained and supervised 7 employees scoring test data, and ran reliability checks on scored tests. Initiated a successful center-wide reorganization and inventory system of hard data, and standardized the management and processing of data for the Center’s various science curricula. (Supervisor: LeeAnn Sutherland, Research Scientist 734-764-2774)
May 2003 - 
Institute for Social Research, University of Michigan  

September 2003
Detroit Arab American Study (companion to 2003 DAS)




Ann Arbor, MI




Team Leader


Supervised a team of six professional interviewers, pre-tested the survey instrument, and handled various administrative and management tasks including creating training materials, tracking interviewer hours and travel, delegating and coordinating workloads, conducting interview verifications, and holding weekly conference calls to update interviewers on the progress of the study and provided tips for working effectively in the field. Team consistently ranked as one of the top producers throughout the study. (Supervisor: Yvonne Ragland, Regional Field Manager 313-531-5932)
January 2003 - 
Department of Sociology, University of Michigan 

September 2003
2003 Detroit Area Study


Ann Arbor, MI


Research Assistant & Graduate Student Instructor 


Actively participated in the design of the DAS proposal and final questionnaire, served as the consultant on the “Work Participation” portion of the survey, and coded open-ended questions.  Assisted the Principle Investigator and DAS Director in training and supervising student interviewers, holding sampling workshops, and pre-testing the survey instrument. 




(Supervisor: Wayne Baker, Professor and PI 734-764-2306)

June 2002 -

Michigan Community Scholars Program, University of Michigan

June  2003

Ginsberg Grant: Fund for Faculty Civic Development




Ann Arbor, MI




Staff Assistant & Graduate Student Research Assistant

Fully planned and coordinated a series of events designed to strengthen relationships between U of M faculty, staff, students, and local community service partners. Handled administrative tasks including scheduling events, booking locations, ordering catering services and arranging travel for speakers. Worked closely with Faculty Director and Interim Program Director to determine appropriate team-building activities and agendas for retreats, gathered and created useful materials for MCSP members, and tracked grant expenditures. Collected, organized and analyzed academic achievement and demographic data on MCSP members. Designed yearly evaluation tool to determine program impact and overall constituent satisfaction. Assisted in design of long-term research program investigating impact of living-learning communities on college campuses. (Supervisor: David Schoem, Faculty Director 734-615-6847)
September 2000 -
Department of Sociology, University of Michigan

April 2003

Ann Arbor, MI

Graduate Student Instructor

Lectured, lead discussion sections, held office hours, and graded exams and assignments for various undergraduate and graduate courses including Economic Sociology, Introduction to Sociology, Principles of Sociology, and Quantitative Research Methods. (Supervisor varied: Graduate Office 734-647-6895)
March 1997-

Legislative Legal Services

December 1998 

Denver, CO  


Legislative Assistant
Supported attorneys of the bill drafting team for the Colorado General Assembly, tracked legislation and floor debates, answered constituent questions regarding various state laws, logged and tracked bill requests from state legislators, reviewed rules promulgated by state regulatory agencies, and performed general administrative duties including record-keeping for the office budget, ordering supplies, and tracking employee time and attendance. 

(Supervisor: Mona Heustis, Office Manager 303-866-2045)

Education 
University of Michigan



 
 
                      
           Colorado State University     

M.A. in Sociology, April 2002


          
     
 

B.A. in Sociology, December 1996     

Ann Arbor, MI






        
  
        
               Fort Collins, CO                      

Emphasis: Economic Sociology and Organizations



        
      Graduated Cum Laude
Training & Professional Development
· Emotional Intelligence


NIH


8 hours

08/09/04
· Leading with Style


ELP 


3 hours

10/04/04
· Strategic Thinking


ELP


3.5 hours
10/05/04
· Leveraging Diversity


ELP


3.5 hour

10/05/04
· Networking



ELP


3.5 hours
10/06/04
· Successful Communication

ELP


3.5 hours
10/06/04
· Influencing/Interpersonal Skills

ELP


3.5 hours
10/07/04
· Conflict Management


ELP


3.5 hours
10/07/04
· Foundations of Creative Thinking
ELP


8 hours

12/08/04
· Assessing and Using Expert Help

ELP


16 hours
12/06/04 & 12/08/04
· Federal Appropriations Law

Mgmt Concepts, Inc. 
32 hours
01/24/05 – 01/27/05
· Program Financial Management

ELP


16 hours
02/07/05
· Budget Formulation & Execution

ELP


8 hours

02/08/05
· Program Contracting


ELP


8 hours

02/09/05
Scheduled Training

· Project Management


USDA Grad School
32 hours
05/02/05 – 05/05/05
· Basic Project Officer Training

NIH


32 hours
06/20/05 – 06/23/05
· Conducting Performance Audits

USDA Grad School
24 hours
07/11/05 – 07/13/05
Other Activities, Awards, Memberships & Publications
Emerging Leaders Program

· ELP Programmatic Issues Workgroup, Leader

· NIH ATC Intern Policy Committee

· NIH OSMP Workforce Planning ELP Group Project

University of Michigan

· Guest Lecturer: Sociology 501 – Pro-seminar on Detroit Area Study 2003; Title of talk: “Employment Arrangements and Ideas About Work in the Network Economy”

· Guest Lecturer: Sociology 202 – American Working Class Life; Title of talk: “Temporary Work in America”

· Co-author: “Program Evaluation and Research Design Integrating Service-Learning, Diversity and Learning Communities” in Engaging the Whole of Service-Learning, Diversity and Learning Communities, Eds. Galura, Joseph A., Penny Pasque, David Schoem, & Jeffrey Howard

· Rackham Merit Fellowship

· Graduate Employees Organization, Grievance Committee and Sociology Steward
· Girls on the Run, Assistant Coach
Colorado State University

· Colorado State University Outstanding Diverse Student Award

· National Hispanic Scholarship Fund Award

· Hacer/Latin American Educational Foundation Scholarship

· Latin Anglo Alliance Scholarship Award

· Colorado State Meritorious Award

· Golden Key National Honor Society

· National Hispanic Institute Alumni Association, Member and Vice-President



