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Home: (555) 555-5555
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Capital Asset Management  ( Financial Analysis ( Strategic Planning

Reporting / Documentation ( Audit / Project Management
A proactive results–oriented financial analyst with a broad range of experience in accounting and financial management.  Solid planning and organizational skill in all aspects of project management from project inception to completion.  Self motivated and disciplined, demonstrated ability to manage multiple assignments efficiently under extreme pressure and meet tight deadlines and schedules.  Ability to analyze and manage multi–million dollar budgets, streamline operations, budget reporting and documentation.  Advanced technical skills and an ability to adapt quickly to different software packages and office systems.  

PROFESSIONAL EXPERIENCE

Budget Analyst - Shipbuilding and Conversion, Navy Appropriation 
July 1998 – Present

Naval Sea Systems Command Headquarters City ABC, State ABC 


Budget analyst for Seawolf submarine, Submarine Refueling and Overhauls, Submarine Force Structure, and Outfitting and Post Delivery programs

 Manage accounts in excess of $500M annually

 Prepare defensible budget exhibits that are submitted to Congress

 Review and approve funding documents to ensure compliance with appropriation law

       (US Code: Title 31, Sections 1301 and 1517)

 Respond to Department of Defense and Congressional inquiries

Member of Inspector General's Command Performance Inspection team

 Utilize the Malcolm Baldrige Criteria for Performance Excellence to assist Navy activities with strategic planning efforts

 Evaluate comptroller offices for compliance with Navy financial regulations

Member of strategic planning focus groups

 Assist with the development of directorate's core equities

 Studied opportunities for streamlining business processes

 Office administrator for Knowledge Management software

Office of Management and Budget (OMB)

 Worked directly for the Executive Office of the Presidency (EOP)

 Prepared the FY 2001 State Department budget

 Hold Secret level U.S. Government security clearance

EDUCATION

Bachelor of Business Administration, Finance, University of State XYZ, March 1998

Graduated Magna Cum Laude, Cumulative GPA: 3.74

COMPUTER SKILLS

Proficient with Windows 95/98, NT 4.0 and Windows 2000, MS Word, Excel, Power Point, Access, Outlook E-mail, MS FrontPage and Netscape Composer, Adobe Photoshop, various Department of Defense accounting systems

HONORS / AWARS / SCHOLARSHIPS

Scholastic All-American 
Alpha Lambda Delta National Academic Honor Society 
Beta Gamma Sigma Business Honor Society 
Entered Federal Government through the Outstanding Scholar Program

References available upon request

