Elaine S. Fleming

13319 Evergreen Way

512.233.5748 Home

Austin, Texas 78737

elainesfleming@gmail.com 


Overview:   15+ years of experience in strategic planning, process analysis, organizational development of global technical, sales and soft skills training and documentation departments; 6 years of experience in managing all aspects of Human Resources
· Turn failing projects into successes

· Focused on developing individuals, teams, and organizations to exceed goals and excel
· Set focus of training and documentation departments to multi-cultural standards
· Review similarities with past problems and develop a cutting edge solutions combining previous success of others with cutting edge methods of today
· Turn project management systems that lose money into money makers
Business Area Expertise

Strategic Planning
Requirements Development
Organizational Planning

Resource Analysis
Business Process Analysis/Reengineering
Policy Development

Cost/Benefit Analysis
Project Portfolio Management
Project Management
Business Analysis & Project Management

	Project Development & Execution
	Communication & Relationship Management

	Contracts Planning & Review
	Staffing/Management

	Statements of Work (SOW)
	Subcontracting/Consulting

	Project Plans/Status Reports
	Outsourcing & In-sourcing

	Planning, Tracking & Execution of a Project Portfolio
	Creative problem solution

	Effective escalator of Project bottlenecks
	Personalized Communication

	Scope, Cost, Time & Quality Mgmt
	Risk Mitigation and Avoidance


Industry and Market Experience
Designed the First Learning Management System
Telephony (ROLM Phonemail and Switches)

Educational Sales
Operating Systems (RSTS, VAX/VMS, UNIX)

Data Mining for Oil & Gas
Organizational Development and Training
Cable Modems and DSL
Stand-up training delivery
Hands-on editor and writer
Sales Training

Systems & Processes

· Implements a systems management approach

· Continuous process improvement

· Clarifies deliverables to decrease cost & increased resource capacity

· Analyzes/evolves operations & performance metrics

· Creates sound project network with lead times to handle delays

· Analyzes resource base vs. project completion times

· Increases employees ability to focus on tasks at hand

· Increases the quality in resources performance

· Analyzes resources in order to achieve project lead time

· Defines realistic start and completion dates of projects

· Proves increased through put, decreased cost

· Increased capacity of resources for capital investment

Key Qualities

	Analytical
	· Can look at oceans of data and determine what few items are causing the problems or impacting results.

	Creative 
	· Able to look at a subject from many different perspectives, and then identify the best way of moving forward.  
· “Continue to look at a problem from the same point of view and you will continue to get the same result.”

	Entrepreneurial 
	· Born with an eye for opportunities that can improve the company and the lives of others.
· Get buy-in for the new approach and seizes the opportunity.

	Perceptive
	· Determine most effective communication method with individuals/groups and follow through. 
· See how things get done in a culture and focus on using those processes.  
· Believe in “Going to war with the army you have, not the one that you want”.  


Personal Characteristics

	Leadership
	Professional Ethics
	Values

	Motivating Leader / Mentor
	Focus on results
	Loyalty 

	Effective Communication
	Goal / Solution Orientation
	Optimism

	Entrepreneur 
	Expect / Deliver Results
	Cares about people

	Facilitator / Negotiator
	Solution Focused
	Honesty

	Informed, Judicious Decisiveness
	Logic / Problem Solver
	Integrity 

	Vision Creation / Change agent
	Holistic approach
	Courtesy / Diplomacy


Education
Bachelors Degree in Psychology/Special Education
2 Certificates in Supervisory and Mid-Management
College of Staten Island, Staten Island, NY  
De Anza College, Cupertino, California 

Key Accomplishments 
· Extensive experience in developing materials for and managing global technical and soft skills education and documentation departments.  This includes producing documentation, developing curriculum and delivering training, in addition to responsibility for staffing, budgeting and forecasting.
· In depth experience in customer needs analysis, requirements planning, and user interfaces. Analyzed business needs and organizational data to determine and plan soft skills and technical training for all organizational and individual levels.  Consult with senior managers to determine effective strategies for organizational and individual performance enhancement programs.
· Created and managed a successful worldwide training and documentation department for Terayon Communication Systems.  
· Designed, developed materials for and built a successful Client Services Department for Logical Information Machines, from ground zero consisting of Customer Service, Training and Documentation.
· Successfully managed engagements with high-tech clients in technical education and documentation arenas for e-commerce, computer hardware/software, operating systems, telephony, and semiconductor marketplaces.
· Managed interaction of multiple project teams creating in depth user and administration courses and documentation for high-tech domestic and international high-growth companies.  Technologies covered include e-commerce, semi-conductors, computer hardware and software, DSL, cable modem and telephony marketplaces using the latest in LMS (Learning Management Systems) technologies.
· Hands-on creator of international training and documentation for Raynet Corporation (a Raychem company) supporting their telephony over fiber optic division.
· Hold California Teaching Credentials: 
· Adult Education Teaching Credential

· Pre-school - High School and Adults Multiple Subject
· Substitute Teaching Permit
professional experience
CM IT SOLUTIONS, Austin, Texas




   


2004 – Present

Owner/Senior Director of Training, Sales and HR
· Designed, delivered and managed training function, bringing courses covering soft skills, sales and technical materials
· Exceeded sales goals
· Established and managed HR function to include Employee Relations and Compensation, in addition to Training and Development

EFFECTIVE TRAINING ASSOCIATES, San Jose, California




2002 – 2004
Southwest Regional Sales Manager

· Established new sales territory in Austin, Texas, resulting in delivery of courses delivered in first 6 months from ground zero
TERAYON COMMUNICATION SYSTEMS, Santa Clara, California  



1999 – 2001

Director of Worldwide Training and Documentation



· Established and managed training centers (for soft skills, sales and technical materials) in Santa Clara, Ca., Tel Aviv, Israel, Brussels, Belgium, and Hong Kong, China, while growing the documentation department.  

· Hired personnel and vendors as needed to create and deliver training and documentation worldwide.

LOGICAL INFORMATION MACHINES, Austin, Texas





1997 – 1999

Director of Client Services
· Developed and lead Customer Service Call Center and established the Training and Documentation Department; this included setting the strategy of a comprehensive web-based training curriculum and delivery system.

VOLT SERVICES GROUP, Austin, Texas  






1995 – 1997

Computer Education Consultant

Managed projects for Volt Information Sciences, Inc (Volt provides outsource technology solution experts to help their customers increase profitability), helped a number of Austin based firms including the following:
· Tandem Computers - Performed needs assessment, garnered support for, set structure and managed soft skills and technical training department, which included delivery of over 100 classes in management, soft skills and technical classes for Tandem Computers at three sites: Austin and Plano, Texas, and Omaha, Nebraska.  Set corporate policy and led team in determining budget.  Re-established Human Resources Department from gound zero.
· Dell Computers – Designed and introduced the contents of a Client/Server Instructor Package to Dell’s technical education managers and curriculum development staff.  The Instructor Package became the company standard.  Delivered training to Dell Direct personnel.
· Applied Materials - Performed needs assessment; authored Instructor Package and Participant’s materials; scripted and directed instructional video aimed at Centura wafer-making manufacturing personnel.  Trained and coached team of curriculum developers in creating assessment standards for quality reviews of member companies.  Created documentation as required. 
· Sematech – Designed training on Quality topics for delivery to Sematech members and sub-contractors.  

RAYNET, Menlo Park, California







1991 - 1995

Technical Manager of Training and Documentation, International Customer Support

· Established and managed the Education and Documentation Department for the international marketplace to ISO9000 standards.  Grew the department from 1 to 10 persons in less than a year.
ROLM TELECOMMUNICATION, Santa Clara, California




1984 - 1991

Senior Technical Instructor/Curriculum Developer
· Directed a team of educators and course developers resulting in improved quality and depth of hardware maintenance classes
· Delivered maintenance and configuration CBX classes to field technicians
· Created and improved PhoneMail course materials
· Taught train the trainer PhoneMail courseware
DEANZA COLLEGE, Cupertino, California






1990 - 1991
UNIX Instructor 

· Delivered UNIX courseware to community college students
· Led team of instructors in improving course content
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