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Jessica HANSON
	Profile

	
	Accomplished management analyst, capable of handling a wide range of management and administrative functions, consistently producing top-quality work. Proactive, “take-charge” professional with a record of success providing on the ground work to executive  management. Works effectively in a fast paced environment, consistently prioritizing tasks and meeting deadlines. Excellent interpersonal skills, initiative and follow-through skills.

	Experience

	
	2004–present
The Paul Company
San Diego, CA

Project Manager

Identified potentially developable lands through GIS mapping and data searching, contacted owners and assisted in land acquisition. Focused on adaptive development of particularly difficult to entitle properties needing strong community and government support. Accountable for the success of each project assigned through effective management of all project components, including land due diligence, entitlement processing, product design, DRE processing, land development, onsite production, sales and marketing, escrow management, and business planning and projections including budgeting and contract management.

2002–2004
Children’s Hospital and Health Center
San Diego, CA

Special Accounts Coordinator

Provided management support to Director. Responsible for researching prospective vendors to improve efficiency and reduce cost. Researched and dealt with Insurance contracts, issues regarding intent of language and under/over payments. Developed searchable and functional Microsoft Access database for patient registration. Responsible for creating and monitoring budgets of four direct report departments totaling $2.5 million. Performed annual reviews for staff members. Routinely created presentations for Board of Directors and senior management meetings. Coordinated employee incentive program for 2003-2004 fiscal year. 

	
	2000–2002
San Diego Hospice
San Diego, CA

Systems Implementation Project Trainer

Responsible for all training and education associated with hospice-wide software system implementation. Served as full time help-desk for all end users as well as the liaison for software IT department. Planned and tracked all implementation activities in MS Project, tested all facets of system for government compliance and trained 500+ clinical and clerical staff members. 

	
	2000
Iridian Systems 
Pensacola, FL

Office Manager

Facilitated the performance of the executive managers and employees by anticipating and attending to office needs. Responsible for running the Southeast headquarters of a national sales company. Monitored and reported progress of 60 sales directors in the region. Prepared and maintained departmental information including regional expense reports, timesheets, contracts and invoices. Scheduled meetings, kept calendars and arranged travel for Regional Directors and direct reports

	Education

	
	University of Southern Mississippi              Hattiesburg, MS

B.S. Business Management / Vocal Performance

University of Phoenix                                  San Diego, CA

B.S. Organizational Management



	Technical expertise

	
	Arc View 3.2

Microsoft Word (Certified)                    Word Perfect

Microsoft Access (Certified)                  Typing 70+WPM

Microsoft Excel  (Certified Trainer)       GroupWise

MS Outlook                                           Misys

MS PowerPoint                                      Lotus 1-2-3

MS Project                                             MediTech
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