Liz Reiersen
972-816-5378 * lreiersen@gmail.com
SUMMARY

More than five years consulting in a diverse market with a diverse skill set. IT experience with significant telecom industry exposure.  Experience in Sarbanes Oxley with CobiT/COSO in Section 303/404.  Solid technical writing skills combined with well-rounded management/business skills.  Traditional work ethic resulting in consistently increasing responsibility and pay.
HIGHLIGHTS

	· Experienced in organizational development and facilitation, training and implementation
	· Management

	· Robo Help, Robo Demo, Captivate
	· Excellent presentation and communication skills

	· .MS Office: Word, Excel, PowerPoint, Access, Project, Visio, Outlook
	· Risk Management, HRIS, heavy knowledge of HR procedures, policies and rules

	· Strengths in streamlining techniques, automating process, solving issues. Personable, flexible and works well with minimal supervision
	· Sarbanes Oxley: experienced from scope, implementation, examination, documentation  


SOFTWARE & SKILLS

	· Access, SQL
	· IT environment, diverse culture and skill sets

	· MS applications (Word, Excel, Access, Project, Visio)
	· Analyst

	· Robo Help, Robo Demo, Captivate
	· Excellent written and verbal skills

	· HRIS
	· Efficiency in tasks, cognitive matters, professional demeanor

	· Source Safe
	· Lotus Notes, Outlook

	· Snag IT, Adobe Photo Shop
	· Adapts quickly to environments, flexible and knowledgeable


EMPLOYMENT

Consulting (Kumtor Operating Company; Bishkek, Kyrgyzstan) 

· 2/06 – Present Sarbanes-Oxley / Consultant Created forms to be used for Change Management using Adobe Acrobat.  Created Change Management manual using MS Word.  Created process diagrams using MS Visio.  Worked with IT teams to create Change Management processes and procedures.  Worked with IT teams and management to implement Change Management processes and procedures.  Educated staff on the reasons behind Sarbanes-Oxley and worked to get “buy in” from staff.  Used MS Access to create an inventory database.
Consulting (Medical Contractors, Inc) 

· 1/06 – 2/06 Instructional Designer Created online Help system for a proprietary software system using Robo Help X5.  Created website design documents using Adobe PhotoShop.
Consulting (Verizon Information Services) 

· 9/05 – 12/05 Recruiter – Created recruiting strategies and aggressively hired for Verizon SuperPages.  Recruited for sales, marketing, human resources, Facilities and IT positions.  Managed multiple recruiting projects concurrently and attended various recruiting events.
Consulting (Hyphen Solutions) 

· 6/05 – 9/05 Implementation Consultant – Provided project management, process review, and training services to clients to ensure client satisfaction and the successful implementation of Hyphen Solutions software applications.  Created and modified documentation using Adobe Acrobat.   Maintained online help system using RoboHelp X5.  Provided strong project management throughout the implementation including planning, budgeting, issue tracking and resolution, client relationship management, and status reporting to ensure that implementations are achieved on time and within budget to the satisfaction of clients.  Reviewed existing technology, systems, infrastructure, and data integrity to ensure these areas are ready to support deployment of applications.  Developed integration plan and identify custom modification requirements.  Reviewed existing processes and map application’s processes to the business needs of each client.  Set up and configured applications to meet the business needs of the client.  Trained client personnel, including management and field users.
Consulting (Raytheon)

· 3/05 - 05/05 Project Coordinator/Technical Writer - Reviewed an applicant tracking system and created a project plan for developing online help and web based training to implement the new applicant tracking system.  Created and maintained Project Plans using MS Project. Used the Human Performance Technology model to create a training plan to fit the needs of the customer.  Managed the activities involved in the design, preparation and needs assessment of training and development program.  Performed regression testing of applicant tracking system software.  Led UAT testing of applicant tracking system software.  Developed online help system for Recruiting Software using RoboHelp X5.  Created Web Based Training using Macromedia Captivate.  Collaborated with liaisons from multiple business units to create a training schedule.  Created training plan for recruiters located throughout the United States.  Provided training for business groups.
Consulting (Verizon Communications)  

· 6/04 – 3/05 Implementation Consultant – Developed online help systems and trained call center employees to implement a web based application used to manage trouble tickets and dispatch field techs.   Updated and maintained Project Plans using MS Project.  Developed and maintained online help system for vRepair using RoboHelp X5.  Worked with Rob Demo to build Web Based Training.  Managed the activities involved in the design, preparation and needs assessment of training and development programs.  Used professional training, adult learning and development concepts in the design, development and delivery of training modules.  Built security IDs and established permissions.  Provided on-site support for centers during the implementation process.   Supported the phased implementation and deployment of trouble management system across the U.S.  Trained End Users for vRepair throughout the United States.  Prepared facilities for training. (Set up room classroom style, set up pc’s, installed training software, prepared training materials, etc.).  Coordinated with remote center managers. (Arranged dates for training, location, list of students to attend, created customized training to meet the needs of specific groups.).  Logged defect reports and change requests to software development organizations.  Tracked issues and resolutions for system defects during implementation.
· 1/04 – 6/04 Recruiter – Managed multiple recruiting projects concurrently.  Recruited, interviewed and qualified professionals for specific career opportunities locally and nationwide (IT, Technical, Engineering, Medical, Legal, Exempt and Non-Exempt, Sales).
Consulting (Transportation Security Administration (TSA)
· 8/02–1/05: Trainer/Staffing Specialist – Traveled throughout the United States and provided orientation training for TSA.  Scheduled, coordinated and presented orientation and training for TSA.  Prepared facilities for training. (Set up room classroom style, set up LCD, prepared training materials, etc.)Planned and managed the orientation process for new hire federal employees for various U.S. Airport facilities.  Assessed, evaluated and screened applicants for Security Screener positions using behavioral interviewing techniques for Airports throughout the United States.  Created electronic forms to increase productivity and trained staff on procedures to create forms.
Consulting (7-Eleven, Mosaic Sales Solutions, Consulting Services, Protech Solutions)
· 1/02–1/04: Recruiter – Created recruiting strategies and hired candidates for multiple industries.  Managed multiple recruiting projects concurrently.  Recruited, interviewed and qualified professionals for specific career opportunities locally and nationwide (IT, Technical, Engineering, Medical, Legal, Exempt and Non-Exempt, Sales, Merchandising,).
Consulting (Verizon Communications)
· 6/00–11/01: Recruiter – Developed a recruiting strategy and managed multiple vendors for Verizon’s eBusiness and IT departments.  Coordinated and planned recruiting events.  Managed vendors and staff augmentation by coordinating with agencies in developing/enforcing guidelines for resume submission, interviews, and salary/fee negotiations.  Trained senior management on interviewing, selection techniques and HR policies.
Princeton Information
· 1/00–06/00: Account Manager – Developed business leads and created new business opportunities.  Coordinated and scheduled in-house technical screening for candidates.  Managed consultants and payroll while working on client sites.
EDUCATION

B.B.A. Human Resource Management - New Mexico State University
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