Samantha Sidhu
sam.sidhu@jmail.com

                                         555.555.5555

Profile

I am a creative and ambitious individual that enjoys a challenge in my job. I am highly organized, efficient, and reliable. I would like to continue to develop my analytical and managerial skills by taking on challenging positions and projects as I move through my career. I am fluent in both English and French (CBE) and have an enhanced security clearance.

Employment History

January 2006 – Present – Police Services – Chief Information Office – IM/IT Business Solutions - Special Initiatives Branch

Business Analyst

· Carry out analysis of new initiative requests; this includes investigating the IT need, consulting with various groups in RCMP IT, researching the internal intranet and Internet for reference material, researching vendor products and specifications; reading any previous material gathered on the requirement

· Meet with clients for initial briefing and questioning

· Document business requirements, issues, risks, background, benefits, proposed options and costs

· Consult with subject matter experts to gather costs and discuss options for solutions 

· Prepare briefings and presentations for senior management review of initiatives

· Prepare formal record of decision documents for management and client 

· Manage client expectations 

· Manage workload of various initiatives and prioritize tasks

· Participate in team meetings

· Participate as required in meetings held about initiatives by other areas (i.e., subject matter experts)

· Carry out additional support tasks such as template creation, standardization and update; research methods and processes such as costing; document procedures; and proof-read and edit procedure documents

· Carry out HR related activities as required such as candidate screening for competition, creating interview questions and answers, and exam questions and answers 

March, 2002 to January, 2006 – Federal Government - Publishing and XXX Services (PXS) Directorate 

Head, Business Analysis; E-Bookstore Project 

· Carried out analysis on Axapta, the CGP Web site, and the current business procedures

· Collaborated with clients to identify and document business requirements 

· Provided advice and recommendations to the clients and management on business requirements, system enhancements, and changes 

· Drafted business procedures and system specifications in use case format (Rational Rose) 

· Drafted feasibility, strategy, and business case papers where required for management overview and decision 

· Managed special projects respecting the Enhanced Framework for Management of IT Projects. Includes the following activities: create and maintain project plan, participate in meetings, communicate with management and clients, carry out analysis and setup activities related to the project, manage contracted resources, and provide detailed costs estimates and financial tracking of project

· Carried out presentations on ongoing projects and changes 

· Provided briefing notes to senior management on various analysis activities and projects

· Organized and chaired meetings with clients and management for approval of business requirements and system specifications  

· Developed training plans and materials, and delivered training for end users

· Provided help desk support to the Axapta and Government of Canada Publications Web site end users

· Carried out evaluations of proposals for RFPs for resources on a required basis

· Managed the coordination of the Change Management (CM) process (updated process and chaired meetings)

· Contributed to yearly IT project planning for work that would be done during the next fiscal year. Responsibilities included identifying all business analysis activities likely to take place during the year and their potential impacts on systems

· Carried out HR related activities such as interviewing new resources, managing analyst resources, creating learning plans with employees, planning and coordinating group workload, delegating tasks, providing performance evaluations, and setting work objectives each fiscal year.

March, 2001 to March, 2002 – Federal Government - Information Management and Technology Services Directorate

Chief; Web and Multimedia Services 

· Managed Web and Multimedia projects providing direction to resources while respecting the CLF standards and the Enhanced Framework for Management of IT Projects. Projects include: COMM Internet and Intranet, CommNet, InfoRegion, MediaNet, Advertising, and Canada Gazette Web sites; Departmental Telephone Directory, the Government of Canada Workplace Charitable Campaign On line Auction, and the annual Christmas Tree Web site applications

· Created work estimates with full cost analysis, project plans, business cases and feasibility papers, and maintenance agreements for projects

· Prepared briefing notes for senior management on progress of various projects 

· Carried out presentations on ongoing projects and changes

· Collaborated with clients and management to identify and document the business requirements for Web site and Multimedia projects

· Created and maintained work processes, including the CM process, surrounding Web and Multimedia requests

· Provided advice and recommendations on a regular basis to clients and senior management on Web and Multimedia projects

· Collaborated with other work units within the IT department for resource activity planning, reviewing new projects, and assessing impacts

· Participated in the various committees representing the departmental Web sites 

· Planned and organized the Electronic Forms Committee; managed all aspects of departmental forms

· Continued participation in the Policy Committee, representing IT and drafted the priority policies for IT 

· Carry out HR related activities such as managing resources, creating learning plans with employees, planning and coordinating group workload, delegating tasks, providing performance evaluations, setting work objectives each fiscal year, running competitions, and revising and creating job descriptions

· Participated in the Learning and Professional Development Committee, volunteer basis

October, 2000 to February, 2001 – Federal Government - Information Management and Technology Services Directorate

IM/IT Transition Support Project Officer 

· Created and maintained information documents for IT such as server, license, desktop, and software inventories

· Coordinated and attended the IM/IT Transition Steering Committee, recorded the minutes and record of decisions

· Represented business sectors of the former CCSB by providing advice and recommendations on IM/IT issues and requirements at the IM/IT Transition Steering Committee, IM/IT Transition Working Group, the Finance Transition Committee and the Policy Committee

· Drafted the first priority Information Technology policies for COMM
· Collaborated with clients and management to analyze and document the IM/IT business requirements for physical office moves, i.e., LAN drops, LAN Data and Mail extraction and copy, etc.

· Drafted required MOUs for the business sectors remaining with PWGSC, outlined full costs, support, transferred assets, etc.

· Drafted communiqués and provided presentations to users and management regarding the transition project for departmental distribution 

· Drafted and provided input to business strategy and feasibility papers related to transition activities including full cost analysis

· Provided advice and recommendations to the Director of IM/IT to assess impacts and determine solutions for transition issues and for strategic, operational, and policy planning for the new IT services sector within COMM
· Prepared briefing notes for senior management on various transition activities

· Assisted in the interviewing/recommending of IM/IT resources for the transition project

· Assisted in the business application test plan creation for financial systems

· Assisted in the planning for transition activities (such as disconnect/reconnect of servers, move of offices, etc.)

· Coordinated the training and document conversion for COMM’s office suite (MS Office), managed and directed the temporary resources for these projects 

March, 2000 to September, 2000 - Federal Government, Communications Services Branch (CSB)

IM/IT Coordinator and Administrator

· Managed upgrades, moves, and replacement of servers or infrastructure hardware, providing direction to assigned resources

· Provided full cost estimates and drafted business cases for IT projects and IT Service initiatives 

· Coordinated the negotiation of Services Level Agreements (SLAs) with GTIS for the provision of branch infrastructure support and application development. This required collaboration with Branch personnel and management to identify and document their business requirements for IT Services

· Addressed service level issues with the Client Operations Service Representative (COSR) on a regular basis 

· Provided advice and recommendations to senior management and clients on IT Projects, purchasing of hardware and software, staffing, and SLAs

· Provided briefing notes and presentations to senior management and clients on IT projects and major IT purchases

· Created and maintained IM/IT support documents and efficient procedures for IM/IT operations

· Attended all IM/IT departmental meetings 

· Updated and maintained the Terms of Reference for the CCSB IM/IT Steering Committee and CCSB Web Publishing Advisory Committee and chaired the meetings

· Assisted in the interviewing of new IM/IT personnel for the branch

· Assisted management in budget forecast and planning by providing cost estimates for IT hardware and software and providing list of IT Service activities for each year

· Collaborated with clients and management to identify and document business requirements for the development and implementation of the branch Intranet, Internet, and Genet Web sites as well as other IT projects

· Managed Web and Multimedia projects respecting the CFL standards and the Enhanced Framework for Management of IT Projects

· Carry out HR related activities such as managing resources, creating learning plans with employees, planning and coordinating group workload, delegating tasks, providing performance evaluations, setting work objectives each fiscal year 

February, 1999 to March, 2000 - Federal Government (Communications Services Branch)

Business Analyst; Communications Activity Information System (CAIS)

· Carried out business analysis on CAIS and collaborated with clients to identify and document all business requirements 

· Provided advice and recommendations to the business representatives and senior management on system changes

· Prepared briefing notes for management on various changes and impacts to CAIS

· Managed implementation of changes according to the change management process 

· Managed CAIS development projects according to the Enhanced Framework for Management of IT projects; provided direction to the development team on the release of new CAIS builds to production 

· Provided full cost analysis for on going development of CAIS to management

· Drafted business cases for changes impacting the system that were large scale

· Chaired meetings and carried out presentations to the CAIS user group with sector representatives 

· Provided training for new employees and when new builds were released

· Created and updated the end user procedure guides with new build changes and implemented a Web site compliant with CFL Standards as an additional help resource 

· Attended departmental FSI (Feeder Systems Interface) meetings, analyzed impact on CAIS when FSI changes were needed

· Created test cases and carried out user acceptance testing for CAIS 

· Implemented a help desk and provided support to end users including report generation with MS Access

October, 1999 to March, 2000
Business Analyst; System Development Project
· Managed business analysis activities and implementation of system; provided direction to technical team 

· Collaborated with client to identify and document business requirements, system changes and business impacts

· Provided advice and recommendations to the client and senior management on the proposed changes

· Created system infolog messages with business representative

· Reviewed Help Module and suggested changes to business representative, using a change management process

· Analyzed the report module and suggested alternatives and improvements

· Coordinated translation to French for the system interface and help menu 

· Carried out user acceptance testing and reported errors to technical team and business representative

· Organized and attended all business and technical meetings, provided presentations as required

· Facilitated communication between the business representative and development team 

· Provided briefing notes to my management on project progress 

· Created user procedures manual for system

February, 1998 to February, 1999 - Dental Association

Member Service Representative 

· Answered the telephone and redirected calls (in both official languages)

· Renewed memberships over the phone and organized incoming membership mail

· Processed Visa and Master Card payments for Membership and annual Conventions

· Booked boardrooms for co-workers and building tenants

· Changed mailing addresses and updated membership status in the IMIS database 

· Created reports from the IMIS database with MS Access

· Greeted the association visitors 

· Took annual DA convention registrations over the phone

· Entered data in the IMIS database for convention registrations and membership renewals

· Prepared and collected promotional material for CDA trade shows (creating info packages)

September 1996 to February 1998 - ALLCOM Training

Manager; Training Services 

· Provided advice and recommendations to senior management on training courses and help desk solutions

· Drafted strategy papers for generating new business within the training market

· Scheduled and organized training courses and room rentals for numerous classrooms

· Drafted feasibility papers with cost analysis on provision of specialized training to other companies and government departments 

· Prepared course materials and drafted user procedures manuals  (ex: Lotus Word Pro for PWGSC, Window 95/NT)

· Delivered training for Word Pro 97, Lotus Approach 97, Windows 95, and MS PowerPoint

· Prepared proposals for training bids which include financial components

· Recruited and interviewed professional candidates for contract positions in training 

· Collaborated with clients to analyze and draft business requirements for customizing courses (course material, manuals, etc)

· Dealt with all customer calls regarding training courses offered

· Assisted in planning regarding purchasing of equipment for training rooms

· Trained new employees on office software (Lotus Notes, PC Docs, Netscape Mail)

· Traveled to California on two separate occasions to assist with product sales and promotion (SuiteFlex) at international trade shows 

October 1997- February 1998 - Project Manager; Litigation Support  

· Managed ongoing Exchange mail migration parsing project at PWGSC

· Provided direction to project resources  

· Attended all meetings regarding the projects and addressed any client concerns

· Documented technical project documentation for the client

· Addressed information calls regarding LegaLinks Software (used in the project)

· Provided technical support regarding LegaLinks software to the project contractors

· Managed two similar projects for Anderson Consulting and PSCS

November 1997- February 1998 - Project Manager; Help Desk Services 

· Managed employees on established Help Desks for PWGSC (During Lotus Word Pro implementation)

· Handled advanced problems from the Help Desk on Word Pro

· Assisted in preparing proposals for Help Desk bids

· Recruited professionals for Help Desk contracts

· Met with clients to ensure satisfactory service



     August 1996 - September 1996 - Administrative Assistant 

· Answered the telephone and redirected calls (in both official languages) 

· Entered and edited resumes in PC Docs database

· Logged incoming mail into a Lotus Notes tracking database

· Photocopied and filed office documents

· Greeted the companies visitors/clients

Education and Training 

· In progress; Bachelor of General Studies, Athabasca University, Athabasca, AB (Distance learning)  

· Credited courses; BA Communications, University of Ontario, Toronto, ON

· Technical Writing, Reasoning and Critical Thinking, Literature and Composition III, Literature and Composition IV, Practice of Criticism, Introduction to Communication, Workshop in Essay Writing, Communication and Globalization, Fundamental Philosophical Questions, French Grammar, Children’s Literature, Communication Research Methods.

· Certification; ITIL Foundations
· Certificate; Introduction to Object Orientation for Business Analysts
· Certificate; Use Case Modeling for Business Analysts

· Attended; Health and Safety Awareness Session of Employees

· Attended; Introduction to Ethics
· Certificate; Introduction to Project Management

· Certificate; New Manager and Team Leader Work Shop
· Attended; Web Content Management Seminars (parts 1 and 2)

· Attended; Web Content management for Government

· Credit; Project Management for IT Projects

· Certificate; Coaching Skills for Managers

· Certificate; Crystal Reports (Intro & advanced)
· Dimplome d’Etude Secondaire (D.E.S)

Technical Knowledge

	· MS/DOS

· Windows 3.1 to XP

· Linux Gnome (desktop)

· Linux Fedora (desktop)

· Netscape Navigator

· Internet Explorer

· Mozilla (browser and mail)

· Firefox (browser)

· Thunderbird (mail client)

· Paint Shop Pro and Paint

· MS PowerPoint

· Lotus Freelance 

· Adobe PhotoShop (junior)

· GIMP (open source graphics editor)


	· MS Word, Corel WordPerfect, Lotus Ami Pro and Word Pro, Star Office, Abi Word, Open Office

· Description Plus

· MS Excel, Lotus 123

· Lotus Notes

· PC Docs Open

· Crystal Reports 

· MS Outlook 97/2000

· Netscape Communicator (mail)

· Print Key Pro

· WS-FTP Pro

· PeopleSoft 8

· GroupWise Mail
	· Lotus Approach, MS Access 

· IMIS Millennium Database

· Microsoft Navision Axapta (order processing and inventory system)

· CAIS (Communications Activity Information System – Project/Financial management system)

· APOR (Advertising and Public Opinion Research –  Project management system for advertising contracts)

· MS Visio 

· MS Project 

· Adobe Acrobat 

· FormFlow




References Available upon request.
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