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Objective
Proven independent worker who achieves high productivity under minimal supervision.  Acknowledged for capacity to tackle challenging issues and deliver innovative solutions.  A life-long learner, embracing knowledge as a tool for improved problem-solving effectiveness.

   Professional Experience 
PRA International, Charlottesville, VA
Proposal Manager








March 2008 - Present
· Prepare proposals according to client requests and specifications.
· Provide leadership and direct estimating team in developing proposals following client specifications with no drug development strategy input 

· Deliver high quality, accurate proposals according to client specified timelines.
· Work closely with several departments such as business operations, proposal finance, business development, data management and analysis and reporting to coordinate the necessary components of each proposal. 

· Managed the coordination and development of $40 million oncology program projected to begin in January 2009. 
· Adhere to PRA’s proposal development preparation guidelines, processes, methodologies and associated business tools. 
· Managed the development of over 35 proposals with over 20 clients since March 2008.
· Proactively seek out pertinent information critical to the success of each proposal and strategic document.

· Interact with different levels of management within PRA to finalize proposals of different complexities and levels of monetary value.
· Ensure final quality control signoff of all proposals generated.

  Senior Project Analyst







         September 2007 – March 2008


· Financially managed over $85 million in global clinical trials.

· Continuously worked with Project Manager and clinical team to interpret scope change and develop accurate and timely contract amendments. 

· Prepared and negotiated contract reconciliation for terminated clinical trial that allowed PRA to pick-up over $250,000 in revenue.
· Effectively liaise and assist with open channels of communication and relationships between clinical operations, business operations, and executive management.

· Monitored study budgets to ensure that company financial procedures are being followed, out of scope activities are documented, and budget variances are reported to management.
· Managed Revenue by Business Unit report analyzed by NA-EA Project Analysts and managers to review monthly revenue accruals.

· Attended monthly clinical project status review with Engagement Partner, Director of Business Operations, Director of Project Management, and Vice President of North America East.

· Managed Financial Project Review file reviewed quarterly with MBO, DBO and Vice President of Business Operations.
· Analyzed project operations for cost efficiencies and budget variances, while promoting improvement initiatives.
· Managed milestone and unit based service invoicing, investigator grant disbursement, and pass through expenditures.
· Member of interview panel that assisted in hiring of nine Project Analysts and two Managers of Business Operations.

· Project Analyst subject matter expert for Activity and Resource Tool (ART).
Project Analyst II







 
August 2006 – August 2007
· Financially managed over $65 million in global clinical trials.
· Prepared monthly revenue accruals and quarterly aged backlog in accordance with Sarbanes-Oxley. 
· Worked with management in implementing the Activity and Resource Tool (ART) for revenue forecasting and global resource assignments. 

· Teamed with accounting to financially reconcile and close over $25 million in global clinical trials.

· Monitored actual effort and client requests against the contracted activities to assist in identifying scope change.

· Ensured that all project financials and processes were Sarbanes-Oxley compliant.
· Earned rating of “exceeds expectations” in performance evaluation for exceptional teamwork, initiative and proactive analysis. 
Project Analyst I








 June 2005 - July 2006
· Financially managed over $35 million in domestic clinical trials.
· Maintained familiarity with contracted scope of services and status of work for assigned study programs.

· Provided financial management support and analysis to ensure client’s project financial expectations are met.
Alcoa Inc., Pittsburgh, PA

  Flow Path Analyst


 January 2005 - May 2005 
· Researched and resolved aging debit balances in the accrual account.

· Executed root cause analysis to resolve items on control reports from the audit/metrics group. 

· Performed error corrections and stop payments on invoices using Oracle/Access software. 

· Maintained continuous communication with suppliers to ensure timely and correct payment for goods and services.

· Generated weekly trend analysis report used by management to monitor the performance of the corporate business unit.

Juliano’s Restaurant, Inc., Mckees Rocks, PA
  Assistant Catering Operations Manager






 May 2004 - December 2004 

· Assisted in growth and development of catering business that saw a 50% increase in the number of catering accounts from June to December 2004. 

· Performed quality inspection of all outgoing products. 

· Calculated inventory reorder points by performing daily inventory analysis. 

Pittsburgh Penguins, NHL, Pittsburgh, PA
  Sales and Business Support Intern






 January 2004 - April 2004 

· Managed membership database, customer service, and accounts receivable for the Penguin’s Kids Club. Membership grew by over 1,000 members during my tenure. 

· Developed sales proposals and end-of-season advertising recaps to be presented to advertising clients by the Corporate Sales Manager. 

· Calculated the weekly cost valuation of sponsor advertisements in various print publications. 

ESPN Radio/Radio Disney, Pittsburgh, PA
  Marketing/Promotions Intern







 May 2003 - August 2003
· Assisted in organization and development of various ESPN promotional events including the Mario Lemieux Celebrity Golf Invitational. 

· Developed photo recaps of Radio Disney promotional events using Microsoft PowerPoint. 

· Assisted management in all aspects of event planning process including, sponsor relations, scheduling, advertising signage, and guest appearances.
Education
Master of Business Administration Candidate 




Anticipated Graduation: April 2010
James Madison University, College of Business, Harrisonburg, VA

Bachelor of Science in Business Administration, 




April 2004 

University of Pittsburgh, College of Business Administration, Pittsburgh, PA


Double Major: Finance and Marketing 
Graduated Cum Laude - GPA 3.43
 Academic Honors:  
· University of Pittsburgh Dean’s Honor List 





2001 - 2004 

· Golden Key International Honor Society 





2001 - 2004 
Athletics and Leadership

Montour High School Hockey Association, McKees Rocks, PA



2004 - 2005
· Assistant Head Coach - Assisted in instruction and development of players as students, athletes, and young adults.

University of Pittsburgh Ice Hockey Club, Pittsburgh, PA



2000 - 2004
· Vice President - Managed cash flow analysis, developed budget forecasts, and coordinated fund-raising and advertising book development. 








· Assistant Captain - Acted as communications intermediary between players and coaching staff, on/off the ice.
Technical Expertise

• Microsoft Excel • Microsoft Outlook • Microsoft Access • Microsoft Word • Microsoft PowerPoint • Hyperion Essbase 

• Estimator • Seibel CTMS/CRM • Seibel Analytics • Lawson CMS • Databasics • Crystal Reports • Oracle Financial 

