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Patrick Adam Wells
9872 Hollow Glen Place
Silver Spring MD 20910
Home Phone: 301-585-8302
Work Phone: 202-205-5925 

Date of Birth: 09-01-1975
SSN: 524-59-8553
Citizenship:  United States

Civil Service Status: Yes, current

Veteran’s Preference:  None

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

George Washington University (GWU)

Masters in Public Policy
 



      Diploma Received:  Fall 2004

Major:  Poverty Studies 
Minor:  Research and Analysis
Washington, D.C.
Brigham Young University (BYU)
Bachelors in Political Science 



  Diploma Received:  Spring 2001
Major:  Political Science 

Minor:  Public Management

Honors course work

Provo, UT

Brigham Young University Idaho (BYUI)


Associates Degree in Political Science 

  Diploma Received:  Spring 1998
with Honors

Major:  Political Science  

Rexburg, ID
Central High School 

Grand Junction, Colorado 
 



      Diploma Received: May 1994 

EXPERIENCE

Job Title:  Administrative Intern: Third Rotational Assignment: National Institutes of Health:  GS-0301-9/1 (since 07/25/04)

From: 02/14/05
To: 04/29/05

Salary:  $43,365
Hours per week: 40

Employer’s name and address:
         DHHS, National Institutes of Health,

Office of the Director







Office of Human Resources, Branch H






6707 Democracy Blvd., Suite 400,






Bethesda, MD 20892-5482
Supervisor’s name and phone #:
Office of Human Resources, Branch H
Lori Thompson

301-594-2153

Reason for Leaving: Rotational assignments limited to 90 days.
Description of Duties:
· As an emerging leader on rotation at National Institutes of Health (NIH) Office of Human Resources (OHR) I will be given assignments that allow me to gain experience and learn the following human resources management products: Workflow Information Tracking System (WITS), Enterprise Human Resources Payroll (EHRP), Electronic Official Personnel Folder (EOPF), and Defense Finance and Accounting Service.  Through using these systems I will also gain experience in areas such as position classification, recruitment, staffing, and performance management.

· While on rotation I will also be given the opportunity to work on and attend different committee and organizational meetings.  Two examples are the Staff Operations and Policy (SOAP) committee and the Strategic Advisory Committee.  These committees were created to deal with issues human resources such as employee compensation, A-76, recruitment and use of management products such as Quick-hire. 

· Besides the opportunities to work with committees and gain experience with management products I will also have the opportunity to review and research the federal laws that provide the foundation for human resource management. Each of these opportunities will provide part of the training and experience necessary to meet all of the objectives of a human resource management specialist rotation within the administrative track.
Job Title:  Administrative Intern: Second Rotational Assignment: Administration for Children and Families:  GS-0301-9/1 (since 07/25/04)

From: 11/01/04
To: 02/06/05

Salary:  $43,365
Hours per week: 40

Employer’s name and address:
         DHHS, Administration for Children and Families,
Office of the Deputy Assistant Secretary for Administration






Office of Grants Management







and Chief of Staff







370 L’Enfant Promenade, S.W.,






Washington, DC 20447
Supervisor’s name and phone #:
Office of Grants Management

Carol Carter Walker

202-401-9239

Chief of Staff




Robert Velasco

202-401-6964

Reason for Leaving: Rotational assignments limited to 90 days.
Description of Duties:
· Respond to Congressional Inquiries and draft policy letters to grantees.

· Research policy and procedures in Grants Administration Manual for grantee inquiries.
· Research, create policy recommendations, brief Deputy Assistant Secretary for Administration, and draft policy implementation memo on Notification and Federal Employee Anti-discrimination Retaliation Act and Treasury Judgment Fund reimbursement.

· Research Equal Employment Opportunity complaint process, create chart for recordation of complaints and possible budgetary impacts related to the Notification and Federal Employee Anti-discrimination and Retaliation Act and Treasury Judgment Fund reimbursements.

· Collect descriptions of “Healthy Marriage” grant awards, organize and create document production of eight-teen 3-inch binders in 72 hour period.
· Obtained, summarized and edited office evaluations of external services.

· Prepared memorandum delineating programmatic policy options for required Court Order changes to faith-based initiative grantee use of federal funds.
· Collect, summarize and edit rotational opportunity descriptions within the Administration for Children and Families, Office of Administration for internal mentoring program.

Job Title:  Administrative Intern: First Rotational Assignment: National Institutes of Health Small Business Office:  GS-0301-9/1 (since 07/25/04)
From: 08/02/04
To: 10/31/04

Salary:  $41,815
Hours per week: 40

Employer’s name and address:

DHHS, National Institutes of Health,







Office of the Director







Office of Acquisition Policy and Management






6100 Executive Boulevard, Suite 600







Rockville, MD  20852

Supervisor’s name and phone #:

Diana Mukitarian

301-496-9639
Reason for Leaving: Rotational assignments limited to 90 days.

Description of Duties:

· Created Small Business Committee (House and Senate) overview notebook, including bio’s of each member, complete list of laws passed, recent updates in CQ Daily, and Census data on the breakdown of each members’ congressional district.

· Research and draft memos and communication on the Small Disadvantaged Business and the Price Evaluation Adjustment.

· Review and edit Small Business Training Module.  Included working with Exeter (government contractor) staff to insure that training module fulfilled training requirements and corresponded with statutes and regulation on the topic.  Organized meetings between senior staff and contractor.  Final meeting for product development successfully ended with acceptance of training module.  The training is currently posted on the NIH Office of Acquisition, Management and Policy Web site.
· Attended Business expositions and competitive out-sourcing meetings when possible.

· Organized contractor files for three separate contracts.  Updated files with recent communications and status updates.  

· Worked with contractor, Digital, to assist in delivery of final subcontracting reporting system.  This system included the electronic capacity for NIH contractors to submit required SF 294, SF 295 and OF 312 forms.  Facilitation included setting up meetings and communication.  Drafted multiple communications to be sent out to the NIH contracting officers and prime contractors relating the policy and procedures for use of the new subcontracting reporting system.  This included communication when the system was put on hold through Office of Management and Budget and DHHS memoranda.

· Created Service Disabled Veterans Fact Sheet.  Reviewed related Federal Acquisition Regulations for applicable regulations and directions.  Fact sheet was posted on Small Business Office website.

Job Title:  Public Policy Research Assistant  

From: 11/01/03
To: 07/22/04

Hourly:  $15.00
Hours per week: 10-20
Employer’s name and address:

Annenberg Public Policy Center






Washington DC Office






529 14th Street, NW, Suite 320






Washington, DC 20045
Supervisor’s name and phone #:

Erika Falk


   202-879-6700
Reason for Leaving: Career advancement.
Description of Duties:

· Research and present findings on assigned legislative topics as rough drafts for report to be published.
· Process issue ads by identifying, clipping, coding, organizing, entering data, and creating issue file.
· Review and edit complex statistical software coding to record and process data.
Job Title:  Legal Assistant/Paralegal
From:  05/05/2003
To: 10/31/2003
Salary:  $35,000
Hours per week: 35
Employer’s name and address:

Weil, Gotshal and Manges LLP,







1501 K Street, NW, Suite 100






Washington, DC 20005
Supervisor’s name and phone #:

Herbert Riggs

202-682-7000
Reason for Leaving:  Focus on schoolwork and seek policy related employment.

Description of Duties:
· Create draft court pleadings for attorneys.
· Draft case correspondence to litigants.
· Maintain, organize, and create case files for multiple active court cases.
· Create electronic databases of case files which included docket referencing, scanning pleadings, importing electronic files to database in both “.tif” and “.pdf” formats using complex software, proper labeling, and maintaining of files.
· Trained four new employees in both court clerk and paralegal best practices, and law firm expectations and duties.
· Created professional level tables for case reports using excel.
· Provide oversight of external firm contractors during document production.
· Conduct document reviews and document productions.
· Synthesize work with other law firm employees who represent co-litigants.
· Create systematic numbering systems for document tracking.
Job Title:  Court Clerk
From:  02/05/2001
To: 05/05/2003

Salary:  $28,000
Hours per week: 35

Employer’s name and address:


Weil, Gotshal and Manges LLP,








1501 K Street, NW, Suite 100








Washington, DC 20005

Supervisor’s name and phone #:


Greg Bailey

         202-682-7000

Reason for Leaving:  Career advancement.

Description of Duties:
· Research, monitor, and obtain public court and legislative documents using multiple computer applications and on-sight visits.
· Edit attorney work projects, such as briefs, motions and legal memoranda.
· Provide technical assistance electronic and hardcopy filings at state and federal courts, and federal agencies.
· Create and file Securities and Exchange Commission filings.
· Create and file Library of Congress hearing filings.
· Supervise external law firm contractors in filing creation and delivery.
· Provide administrative support as needed.
· Maintain professional relationship’s with federal agency employees.
· Prepare and coordinate simultaneous delivery of Hart-Scott-Rodino merger and acquisition forms to Federal Trade Commission and Department of Justice.
Job Title:  Public Policy Intern
From:  09/01/2000
To: 12/15/2000
Salary: N/A

Hours per week: 32
Employer’s name and address:

DC Prisoner’s Legal Services Project, Inc.






2639 Connecticut Ave, NW, Suite 225,






Washington, DC 20008
Supervisor’s name and phone #:

Debra Golden

202-775-0323
Reason for Leaving:  Career advancement.

Description of Duties:
· Organized citywide discussion groups on crime and reintegration.
· Collected primary research for legal cases and research projects including investigation of prisoner claims of assault, negligence and medical malpractice.
· Assisted with case work to change public policy concerning treatment of clients.
· Developed excellent writing skills through written presentation of research drafting correspondence and creating discussion group reading materials.
· Interviewed clients on regular basis regarding case work and claims.
· Assisted with court ordered review of D.C. Jail receivership.
· Created discussion group reading packets on crime and reintegration.
Job Title:  Volunteer Representative
From:  10/12/94
To: 09/26/96

Salary: N/A

Hours per week: 24x7
Employer’s name and address:

Church of Jesus Christ of Latter-Day Saints






Brazil Manaus Mission







Rua Loris Cordovil 215






Manuas, Amazonas, Brazil






CEP: 69042-010
Supervisor’s name and phone #:

Mission Office 

52-59-656-6241
Reason for Leaving:  Volunteer Service Complete.
Description of Duties:
· Learn fluent Portuguese.
· Compile data on contacts and resources in assigned areas.
· Trained new volunteer representatives on the expectations, rules and regulations.
· Taught English and religion classes to Brazilians.
· Created training lessons and materials for presentation at weekly meetings.
· Prepared and delivered speeches to large groups.
· Conducted large group meetings.
MEMBERSHIPS/ COMMITTEE SERVICE

March 2005


Volunteer Speaker/ Recruiter at ELP Recruitment Seminar

2005 to present

ELP Programmatic Subcommittee Member

2005 to present

ELP Marketing Subcommittee Member

2004 to present

NIH Intern Policy Committee Member 

2004 to present

ELP e-Travel Project Group Member

2004 to present

Treasurer, Glen Briar Condo Association

1998 to present

Golden Key National Honor Society (BYU)
1996 to 1997


Vice President of the Law Club (BYUI)

1997 to 1998


Ombudsman Associate (BYUI)

1997 to 1998


Fundraising Committee Member (BYUI)

1997 to 1998
Secretary to the Student Government Academic Vice President (BYUI)

SPECIAL QUALIFICATIONS AND SKILLS

· Excellent writing skills.

· Exceptional organizational skills.

· Superb inter-personal communication skills.

· Great oral presentation skills.

· Fluent in Brazilian Portuguese.
· Proficient in most software packages, specifically: WordPerfect, Microsoft Office Suite: Outlook, Excel, Word and Power Point, Windows and MS-DOS Operating systems, SPSS, Stata, Lotus Notes, Pacer, Courtlink, Docs Open, the Internet, Intranets and World Wide Web.

· Basic working knowledge of government electronic automated systems: e-Travel, Workflow Information Tracking System (WITS), Enterprise Human Resources Payroll (EHRP), Electronic Official Personnel Folder (EOPF), and Quick-hire. 
· Excellent in computer hardware, installation and troubleshooting. 

· Efficient typing at 55 words per minute.
TRAINING

	Human Resource Courses
	Location
	Dates
	Length

	Developing a Career Strategy
	DL Net
	12/29/04
	2 hours

	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

	How to Influence People and Events
	Langevin
	01/05
	3 days

	Budget/Procurement Courses
	Location
	Dates
	Length

	Federal Budget Process
	ELP
	09/04
	2 Days

	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

	Focusing on Results
	DL Net
	12/22/04
	4 hours

	Program Development and Improvement
	ELP 
	02/05
	1 Day

	Introduction to e-Government
	ELP
	02/05
	2 hours

	Writing Effective Sentences
	DL Net
	12/30/04
	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

	The Parts of Speech
	DL Net
	12/22/04
	2 hours

	Punctuation and Word Usage
	DL Net
	12/22/04
	2 hours

	Organization Courses
	Location
	Dates
	Length

	Assessing and Using Expert Help
	ELP
	12/04
	2 Days

	Emotional Intelligence
	NIH
	8/9/01
	1 day

	Communities of Practice
	ELP
	10/08/04
	4 hours

	Mentoring: Best Practices
	ELP
	11/04/04
	1 Day


AWARDS AND RECOGNITION

 Eagle Scout Award 

08/93 

For completing all the requirements including
an eagle scout project. 

Vigil Scout Award

1989

For exemplary scouting and leadership service.

Honor Roll


1996 

For earning a high grade point average.
Honor Roll


1997

For earning a high grade point average.
Leadership Scholarship
05/97

For volunteer leadership service.
Academic Scholarship
05/97

For outstanding academic performance.
Political Science Scholarship
03/97 

In recognition for outstanding performance. 

REFERENCES

Robert Velasco
Chief of Staff
Office of the Deputy Assistant Secretary for Administration
Administration for Children and Families
U.S. Department of Health and Human Services

370 L’Enfant Promenade, S.W.,
Washington, D.C. 20447
202-401-6964
Supervisor:  November, 2004 to February 2005
Carol Carter Walker
Deputy Director

Office of the Deputy Assistant Secretary for Administration

Director Office of Grants Management
Administration for Children and Families

U.S. Department of Health and Human Services

370 L’Enfant Promenade, S.W.,

Washington, D.C. 20447

202-401-9239
Supervisor: November, 2004 to February 2005
Diana Mukitarian
Chief, Small Business Office
National Institutes of Health

U.S. Department of Health and Human Services
6100 Executive Boulevard, Suite 600
Rockville, MD 20852
Phone:  301-496-6939
Supervisor: August, 2004 to November 2004
Melanie M. Keller

Director, NIH Training Center

National Institutes of Health

Executive Plaza South

6120 Executive Blvd., Room 100

Rockville, MD 20852

Phone:  301-402-3387

Mentor: August, 2004 to Present

Lisa Barclay
Zuckerman and Spaeder LLP

1201 Connecticut Avenue, N.W., 

Washington, D.C. 20036-2638
Phone:  202-778-1814
Supervisor:  May 2003 to October 2003
Knowledge, Skills and Abilities

TBD
