Jacqueline Wales

6 Soyuz cresCent • Oakhurst • SWINDON • sn25 2je

MOBILE: 07966289462 • EMAIL:  Jacky_wales@hotmail.com, 

PERSONAL PROFILE
Project Support professional with good analytical skills, able to foresee potential risks and implement appropriate workable solutions. Extremely customer focused with experience of complex, Multi - national and secure working environments. A diplomatic person with strong interpersonal skills looking for new challenge’s with a wider scope for career progression.
KEY SKILLS
	Technologies
	Methodologies
	Other

	MS Project / Excel / Visio / PowerPoint/ Project Web
	PRINCE2 Foundation
	SC Cleared 

NATO Secret

	Windows NT
	ITIL v3 Foundation
	Oracle


Employment History

Jan 2009-March 2009          
Project Support Office - NATO NC3A Baitment Z Leopold Boulevard III Brussels Belgium 1110

Working as a consultant within the NC3A Project Support Office at NATO Brussels providing Coordination and support of the day-to-day operation of the organisational units reporting to the agency project director and participating in work with the Director of the Sponsor Account - Portfolio Support Office (DSA-PSO) across the Agency as requested by the responsible Director.


Co-ordinating the project start-up process.

· Using specialised earned value tools within EPM to create fixed price proposals and create baselines.

· Adding funds from the CFS (Central Finance system ) into the offline baseline system so they can be accessed by the PM 

Checking of Project plans and giving guidance to the PM'S


Provide project management and technical support to the project lifecycle process flow in close cooperation with the Production Project Support Office.


Ensure procedures relevant to the assigned portfolios are followed in accordance with NATO and Agency Directives and give advice were needed


Execute the necessary operations to obtain portfolio, programme and project data from the IMIS including collation and analysis as required


All areas of Support associated with the management of agency portfolios of work - co coordinating with colleagues in the PSO in The Hague to make sure all customer requests are recorded and logged. 


Coordinate formal project closure requests.

Nov 2006-Jan 2009
Project Support (Home Office WI) Project Fujitsu Services Winnersh, Triangle Wokingham Berkshire RG41 5TT     


Providing support to the PMO, ranging from project administration, planning, updating of Project plans, change control, dependencies and project reporting.

Working alongside Project Managers and technical teams to deliver software and hardware upgrades to all immigration desks at major airports and metropolitan bases nationally and internationally.


Maintaining and updating the quality log and identifying actions to take whilst ensuring these are reviewed and completed.


Holding monthly RISK meetings updating the RISK log with any actions.


Generating and consolidating reports and controlling documents in the project web shared library.


Use of Oracle for financial forecasts and costs, also other earned value reporting tools.


Actively participating in board meetings and on occasions taking the minutes. 


Ensuring all critical project issues are escalated in line with escalation procedure


Maintaining project documents and ensuring all information is kept up-to-date and all appropriate security measures are taken for documents of high confidentiality. 


Regular auditing of the secure documents media Library and enforcing of security procedures.

Jan 2005-Oct 2006
        
Security Administrator, Fujitsu Services, Slough



        
Berkshire SL1 1PY


Carrying out background checks on both permanent and temporary Fujitsu Services staff.


Preparing and obtaining confidential material for our Security Advisor


Obtaining and verifying references, identity checking.


Transferring levels of clearance between FJS and other List X sites.


Checking re-sourcing requirements against list’s of SC cleared Staff.


Uploading personal Information onto the HR data base, adhering to the DPA. 

June 2004-Sept 2005

Police and Government Liaison Co-ordinator, O2 UK




Slough, Berkshire SL1 1NN


Assisting in the location of individuals need of police assistance, when life was at risk and passing this information to police telecom units

Preparing witness statements for the security services to produce on behalf of O2 in court

Attending training events with the police telecoms units.

Working within the DPA, keeping up to date with new laws concerning the handling of data and confidentiality
May 1996-June 2004
          
Production Associate/Quality Auditor Mars Electronics Int

                                 
          
Winnersh Triangle Wokingham Berkshire RG41 5TT


Scheduled and screened temporary job applicants coordinated training and development.

Team leader responsible for instigating and updating working processes 

Formed and trained a temporary personnel team working 4 hours in the evening which obtained 20% more efficiency than the daytime team, working 8 hours.
EDUCATION & PROFESSIONAL TRAINING

Commercial and Business awareness 
Finance for Non – Financial Managers
Project Planning and Control
Spotlight Project reporting  
RISK – 1
    St Josephs RC Secondary Modern School Shaggy Calf Lane Slough Berkshire.

6 GCSE’S including Maths and English.
Reading College 2002

BTEC Electronics and Engineering
East Berkshire College 2003

City and Guilds Computer Application,

Chrysalis College Somerset 2005

Diploma in Hypnotherapy and NLP 

Additional info: Trained in first aid by St. Johns Ambulance, Likes Yoga, and Keep fit.                           

Achievements: Awarded Bronze VIP (Value in People) certificate for assisting delivery of a major Project Milestone within a Technical Refresh rollout BIA project. 
References: Available on Request.

