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Objective: Utilize my high energy, attention 1o detail and team player/customer service skills to an
organization as a Maaager

Qualifications: Total 10 Ye s eXperience as a_ 2
years ag 9 years i i ion Compensation. Possess
experience with| Customer service oriented

team player with demonstrated ability to problem solving, multitask, and provide attention to detail.
Demonstrate fexibility and quick acclimation to changing business environments and deadlines.

Computer skills: Lotus 123, Lotus Smartsuite, Microsoft Windows, Unix, CDE, Star

Office, Applix, Frame, Interleaf 6, CAMS, Suntea, SunTime, SunAccess, Solar, Paycheck, Checkmate,
Compass, FacTool, Natscape, File Manager, NetAdmin, NameToaql, Schedroom, e-mail, Calendar
Manager, Oracle/Tava Applications/Environments, BugDhB, iDeas, MPP, KTX

Experience:

" R 0y Asurane o —

-~ Manage and lead a small team of engineers. Jpirect Reports
= Meet division and/or product family release dates and follow release pracesses
- Balance functiona] and organizational priorities in development plans
- Improve product quality by enforcing processes
- Provide detailed subject matter direction to team
-~ Recommend improvements to defined processes and standards
- Analyze and provide tactical sclhutions to problems
- Deliver results that meet or exceed expectations
- Submit all administrative work, internal and exiernal, on time
- Manage assigned project tasks effectively, completing deliverables on time with quality
- Mentor employees
- Provide technical and fanctional guidance to team members
- Recommend employment actions (i.e. hiring, compensation, promotions and terminations to the next
level manager)
- Facilitate career development and professional growth of staff
- Administer company policies that directly affects staff
- Develop work plans with employees ard provide regular supervision of work
- Conduet 1 on 1 meetings with each employee periodically
- Conduct bi-weekly team meetings with DEV and QA
- Possess previous experience in other functions (Le. Support, Quality Assurance, Product Management,
ete.) or extensive cross-functional team involvernent.
- Sets clear performance goals and targets, and regularly reviews these with tearmn members
- Develops and executes software test plans

- - -
" rivepat Quality Assurance Eogincer for [
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* Assignments include functional testing for minimally complex to highly complex projects:

*  Develop and maintain functional test scripts according o provided functional and technical design
documents

*  Execute/run functional test scripts and document test resuits
Perform filing of bugs and bug fix testing by rumming test plans or creating ad hoc test cases for affected
functionality

*  Participate in defect and issue resolution process

«  Coordinate testing project managernent by contribution task definitions and estimates for testing project
plans and preparing progress reports for Quality Assurance management team

¢ Lead in definition and implementation of Quality Assurance processes and standards in collaboration
with other Quality Assurance teams
Contribute to the selection, validation and implementation of Quality Assurance tools
Participate in review of development document deliverables such as requiremenis, functional designs,
technical designs, and fimetional test scripts written by other Quality Assurance team members
Perform project tasks and solve problems with little or no assistance and gnidance
Operate both independently and as part of a team, typically as the primary Quality Assurance contact

for other Applications Development project team members

Serve as a menter for one or more Iower level staff

will be eight years working as a Quality Assurance Engineer.7 years in_ and 1
year i

¢  Demonstrate extensive knowledge of fimetional area in both_

*  Share knowledge of functionality and Quality Assurance practices with others through both informal
interaction and formal training

*  Demonstrate ontstanding written and oral communication skills
Demonstrate excellent presentation skills
Demonstrate outstanding analytical skills with ability to recognize and articulate deviations From design
specifications and standards

= Possess very good project management and decision-making skills

*  Possess experience with a variety of productivity tools such as Microsoft Office (Word, Excel} and
some Microsoft Project
Possess experience with
Possess some experience with software development tools such as SQLPlus

HR Representative
* Provide courteous, accurate and tirnel HR. support to employee, dependent, and vendor, via

phone or e-mail.

* Communicate and administer_ plans/programns and policies to all levels

of employees and dependents, while complying with applicable government laws, policies and practices of
SMI.

¢  Provide interface to Third Party Administrative (TPA's), and other Internal -Deparhnents.

*  Member of teams that created and developed procedures for new on-line Vacation Trackin g Tool
Termipation - exit interview process, Quality Customer Service Survey and Rewards Team,

¢ Create procedures for Cigna (Life Insurance Vendor) reports anthayroll Badge Aceess.

Administrator - Payroll
* Supported Accounting Service Center Director, Payroll Manager, 3 supervisors, and staff of 14,
*  Resolved employee questions, explained company polices on-l:}eallars, pre-tax benefits,
Health Care and il spending accounts,

*  Frovided confidential corporate communication in arcas of [l Focal increases, KEIP.
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» Followed up on outstanding problems including: PC purchases, Pacific Interactive Network (third

party vendor for payroll checks) and shredding service.

*  Organized and managed following processes with regard to administration - Payments for ail past due
and current invoices - Account relationship with Pacific Interactive Network - First American Records
Management Records and Log

*  Completed presentations for ASC Director in a timely manner while maintaining own workload.

v Created Applix Spread Sheet used for analysis and reconciliation of taxes for funding purposes.

»  Coordinated, collected and organized information required for response to legal subpoenas,

Administrator - Temporary Assignments [
s Supported and planned external tradeshow events for manufacturing and marketing,

*  Managed the FY budget, processed purchase orders, and managed capital equipment in loaner pool.
= Liaison for outside vendors and other internal groups and resources.

!mllmlslrator - I!lemporary Assignments _

*  Supported VP of World Wide Field Operations - answered phones, set up ravel arrangements, coor-
dinated meetings, prioritized e-mails, handled mail distribution and administered Calendar Manager.
«  Supported a manager, and a staff of six in Software and Mamufacturing Industries in SMCC,

Assistant Manager

¢ Responsible for managing and recruiting sales team of 20 people. Administered work schedules.
*  Provided customer service, maintained inventory Jevels, performed merchandise transfers to other
stores and trained sales associates on marketing merchandise, Audited registers

for accuracy,

Special Reports Clerk
¢  Rearranged message circuits, sequenced changes to optimize future spares and new construction to
meet channel group disconnect dates, Prepared plans for machine cutovers.

Invoice Clerk
* Posted and extended proper unit costs, prices, part numbers, and taxes to format data used for gen-
eration of manufacturing work orders.

Education:
West Valley College (Business Major) Saratoga, CA
Golden Gate University (HR. Certificats}  Los Altos, CA

*  Training - SimU Workshops:

- FrameMaker - Beginning ~Lotus Smartsuite Approach 3.0 for Window
- Applix - Words, Graphics, Spreadsheets - Freelance Graphics 2.1

- Intro to the World Wide Web and SunWeb -Managing Within the Law I & It

- HTML - Basic - Quality Customer Skills

- StarOffice - StarWriter
Special Awards:

Received recognition award and cash bonus.
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