GAIL ADAMS

PROFESSIONAL OBJECTIVE
Career-oriented position in a Management or Supervisory capacity within the Professional environment which will utilize my skills and abilities to their fullest.
 

SUMMARY OF QUALIFICATIONS
· Over 18 years experience in various Computer fields, i.e., Programming, Applications, Technical Support, Web and Graphic Designing. 

· Well-organized and detail-oriented. 

· Effectively manage projects, priorities, and budget planning. 

· Self-motivated/starter and efficient in time management. 

· Adept in prioritizing and scheduling projects. 

· Conscientious and dependable worker. 

· Consistently strives to excel in job performance. 

· Interacts effectively with peers, superiors, and subordinates.
  

PROFESSIONAL EXPERIENCES
  Prior - Present:   Own Businesses - The Computer Paramedics, 3-D Technology, Ltd.; Computer Specialist, Technician, and consultant in Building, Installing, Repairing, Troubleshooting all hardware, software, and consulting.  Worked in Federal Government 10 years and Private Sector 18 years. Own(ed) businesses.  Worked for a major national firm in medical telecommunication / messaging services.  Provide services to the hospital community and individual doctors and clinics with installation, troubleshooting of the software, networks, and hardware equipment/peripherals on various operating systems, i.e. SCO UNIX, AIX, XENIX, various Windows, and Windows NT and Novell on various platforms, i.e. 386s, IBM RISC, up to the current Pentiums.
 

SUPERVISOR DUTIES
· 13 years professional experience as a Supervisor in computer / technical organizational atmosphere. 

· Proficient in prioritizing and scheduling projects ensuring the successful accomplishment of assigned tasks and projects. 

· Detailed in inventory database management. 

· Performed project management tasks. 

· Budgeted and procured computer and computer related hardware and software. Trained and worked in contract operations, negotiation, and preparation. 

· Responsible for the quality and timely completion of assigned tasks. 

· Supervised, assigned, and evaluated work assignments / responsibility of daily activities; Set and monitored work schedules. 
· Assigned responsibilities to individuals and teams. 
· Evaluated work performance and provided direction, established objectives, assigned responsibility, and made recommendations for improvement ensuring the successful accomplishment of assigned task and projects in a quality and timely manner. 

· Performed coaching and counseling as needed and annual appraisals. 

· Handled disciplinary matters with tact and diplomacy. 

· Counseled subordinates in professional and personal matters.
 

OTHER DUTIES
· Served as Technical Consultant and Technician in all areas of Computer Automation both Government and Private. 

· Served as Project Analyst for SIDPERS FOL and Network Advisor to the AIS Director of the National Guard Bureau. 

· Experienced in procurement and contracts of all Automation Data Processing Equipment, COTS, and network systems in both the Commercial and Government sectors. 

· Worked as the DPI CHIEF, Information Management Officer (IMO), and System Administrator (SA). 

· Prepare, design presentation, and conduct briefings both Government and Private. 

· Trained and certified as a Contracting Representative Officer (COR). 

· Managed and operated a Video Teleconferencing (VTC) using the CLI Rembrant II and AT&T systems for classified and non-classified conferences. 

· Served as Deputy Director of Information Management's Action Officer for FORCE XXI for the planning in automation and communications. 

· Manager/Supervisor in most working experience in the private sector of computer related fields.

 

TECHNICAL DUTIES
· Work as Automated Data Processing/Network research analyst and consultant both on the job and privately. 

· Analyze and consult on hardware and software acquisitions. 

· Experienced in systems analysis and design from concept to finished product. 

· Developed test plans and procedures in support of hardware/software feasibility and supportable, and compatibility with other systems; ensuring cost effective measures. 

· Read and interpret technical drawings of systems, software and program flowcharting. 

· Saw through the life-cycle of the development, implementation, and productivity of the software stream. 

· Analyzed customer requirements and work to satisfy requirements using sound business practices to deliver end product/service. 

· Wrote documentation's, manuals, policies, and Standard Operating Procedures. 

· Maintain security of ADP and networks. 

· Knowledgeable and object-oriented trained in client/server, open systems, structured top-down programming and methodology techniques. 

· Build, install and/or troubleshoot computer hardware, software, databases, and networks on mainframes, miniframes, servers, and personal computers. 

· Trained in Novell as a network analyst, advisor, and consultant with plans to be a CNE in time.

 

TRAINING DUTIES
· Determined goals and objectives. 

· Analyzed program and developed improvements. 

· Researched and organized materials. 

· Wrote daily lesson plans. 

· Conducted formal classes of up to 25 civilian and military personnel each. 

· Explained information and answered questions. 

· Evaluated results and re-teach if necessary. 

· Gave one-on-one instruction on specialized lessons.

 

ADDITIONAL POSITIONS
· 2   yeas as a Data Processing Manager 

· 11 years as a Supervisor in Data Processing 

· 8   years in Security experience in ADP and various networks

 

EDUCATION
· Associates in Paralegal (certified) -- specializing in Business Law and Contracts. 

· Associates in Applied Science Degree in Computer Programming. 

· Associates in Applied Science Degree in Computer Systems Design and Analysis. 

· Have 12 credit hour in management towards BS/MS degree. 

· Currently pursuing a Bachelor of Science in Management Information Systems.  Have 3.5 GPA.

 

REFERENCES
Available upon request and other information to job histories / salaries / education.

