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Proc Folder :

Solicitation Description :

Proc Type :

Date issued Solicitation Closes Solicitation Response Version

Solicitation Response

Purchasing Division
2019 Washington Street East

Charleston, WV 25305-0130
Post Office Box 50130

State of West Virginia

445132

Secure an Independent Assessment of the WV NIP

Central Contract - Fixed Amt

2018-06-14

13:30:00

SR 0307 ESR06141800000005906 1

 VENDOR

VS0000015365

Gifted Hands, LLC

Comments:

Total Bid : Response Date: Response Time:Total Bid : 

Solicitation Number: CRFQ 0307 DEV1800000004

$15,000.00 2018-06-14 11:40:54

FOR INFORMATION CONTACT THE BUYER

Signature on File FEIN # DATE

All offers subject to all terms and conditions contained in this solicitation

FORM ID : WV-PRC-SR-001

Melissa Pettrey

(304) 558-0094
melissa.k.pettrey@wv.gov
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 Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount

Comm Code Manufacturer Specification Model #

Extended Description :

1 Project impact assessment $15,000.00

80101607

Project impact assessment



LaTonia Lucious-Brown 
134 ½ S. Queen Street 

Martinsburg, WV 25404 
Giftedhands.llb@gmail.com 

(304) 582-5948  
 

 
Skills Summary 

 
• Ability to track outcomes using statistical reports 
• Advance experience in Microsoft Office, including Word, Excel and PowerPoint 
• Budget management 
• Collecting data, analyzing and interpreting government regulations 
• Conducting research including state, federal and  
• Database  management 
• Excellent analytical and problem solving skills 
• Excellent interpersonal and communication skills 
• Excellent time management and organizational skills 
• Experience working with large and/or diverse client populations 
• Fundraising 
• Grant writer (10 years) 
• Plan and organize projects and/or people 
• Interviews and Surveys 
• Strong understanding of the FAR-Federal Acquisition Regulation 
Strong understanding of the (NIP) Neighborhood Investment Program      
Legislation/Tax-Credits        

 
 
Employment 
 
Part-time Contract Development Manager          March 2017-June 2018 
Good Samaritan Free Clinic 
121 N. Queen Street 
Martinsburg, WV 25401 
 

 Communicated GSFC mission to potential funding parties 
 Coordinate reports to director, emails and newsletters 
 Developed and wrote grant proposals for various foundations including NIP 
 Growing relationships with existing clients and creating new ones 
 Participate in fundraising activities & donor recognition events 
 Research grant opportunities 
 Responsible for scheduling and coordinating fundraising events 
 Work with accountant to track and record funds raised on a variety of platforms 
 Write letter of Inquiry’s for potential funding 
 Attended two NIP  mandatory workshops (2017) (2018) 
 Issued tax credit vouchers to during fiscal year 2017 



Part-time Research Analyst    November 2015-October 2016 
Strategic Resolution Expert, Inc.      
126 East Burke Street 
Martinsburg, WV 25404 
 

 Conduct research on Fedbiz Oops and GSA  
 Coordinate travel arrangements for conferences, meetings and or trainings 
 Maintain contract files, invoices, employees files and confidential records 
 Maintain invoices for company’s accountant 
 On-boarding and (I-9) document verification including (offer letters, new hire paper work, 

prepare new employee packets, monitor and create training forms for employees records) 
 Outreach/recruitment for IT, Project Managers and Technical Writers. 
 PowerPoint presentations during on boarding process including( Employee handbook, 

timekeeping memo, Code of Business Ethics and Conduct and Citrix Sharefile 
 Provide operational cover for absent Senior Managers 
 Schedule interviews and interview potential applicants 
 Set up Go-To-Meeting online and phone conference for new hires during on-boarding  
 Supervise and coach (7) Research Analyst and assist them with an employee Development 

 
Temporary Certified In-Person Assistor      September 2013-March 2015 
Total Clerical Services     
Wheeling, WV 26003 
 

 Assist consumers with creating an on-line applications, grievance, complaints or questions 
regarding their health coverage or a determination related to their coverage  

 Enroll consumers who are eligible for Medicaid/Chip using Department of Health and 
Human Resources on-line application 

 Participate in on-going trainings, through federal Webinars 

 Provide education on, and facilitate enrollment into, Qualified Health Plans (QHPs) and 
Medicaid available through the Health Insurance Marketplace 

 Provide in person health insurance enrollment to potential consumers 
 Prepared spreadsheets including statistical data and reports 
  
 Responsible for proper documentation of all client data including client contact, referrals 

and outcomes are entered into the IPA database in an accurate and timely manner 
 Responsible for telephone and face to face outreach to potential applicants 
 Work with site staff Department of Health and Human Resources to identify uninsured 

clients and provide application assistance 
 Worked from home office and on site 

 
 
 
 
 
 



Home Finding Case Aide                 November 2011-June 2013 
Burlington United Methodist Family Services    
Wheeling, WV 26003 
 

 Assist home finding staff with special programs and recognition activities for foster 
parents 

 Assist with in-home visits 
 Maintained case files 
 Prepared spreadsheets including statistical data and reports 
 Responsible for adhering to all home finder time guide lines indicated by Department of 

Health and Human Resource 
 Responsible for entering information in FACTS (Family and Child Tracking System) 
 Responsible for live scan fingerprinting, research and sexual offender background checks 
 Responsible for outreach, assembling promotional materials and recruitment activities 

such as fairs and conferences 
 

Grant Funded Position-Adult Case Manager     June 2009-June 2010 
Jefferson County Community Action Council 
Steubenville, Ohio 43952 
 

 
 Brief customer in requirements and benefits of Workforce Investment Act (WIA) and 

entered participants data into state designated MIS tracking systems and other reporting 
software as directed 

 Cursory eligibility review (income and educational and employment background 
 Customer service to a diverse population 
 Enroll participants in vocational/college classes and maintain contact 
 Evaluation of job skills and experience 
 Maintained case files 
 Managed a caseload in excess of 100, including data entry, job search, TABE testing and 

assessment 
 Outreach work providing job assistance to dislocated workers in the Northern Panhandle 

WV and the state of the Ohio areas 
 Preliminary screening for potential Workforce Investment Act (WIA) enrollments 
 Provided monthly reports 

 
 
 
 
 
 
 
 
 
 



Seasonal Recruiting Assistant   January 2006-March 2007 
The US Census Bureau 
Wheeling, WV 26003 
 

 Daily overnight mailing of new recruitment packets from home based office. 
 Customer service. 
 Outreach work, to ensure sufficient numbers of applicants are tested for temporary census 

jobs. 
 Met with and distribute recruiting packets to state, local and tribal governments, local 

businesses and other appropriate sources to recruit for a variety of positions. 
 Maintain good public relations with applicant referral and other employment sources. 
 Responsible for scheduling and/or testing job applicants monitor the testing sessions, 

scores the test, review applicant forms and performed other tasks required. 
 Preparing source documentation needed for new hires. (I-9) employment verification. 

 
 

 
 
 
 

Education 
Wheeling Jesuit University, Wheeling, WV (2008) 

Major: Bachelor of Arts Organizational Leadership and Development 
 

West Virginia Northern Community College, Wheeling, WV (2008) 
Major: Associate in Science Degree 

 
West Virginia Northern Community College, Wheeling, WV (2008) 

Certificate: Health Care Certificate Program 
 
 

Other Relevant Training 
 

Information Technology Infrastructure Library (ITIL) 
Completed training leading up to certification-May 2016 

 
Project Management Institute (PMI) 

Completed training leading up to certification-June 2016 
 

Strategic HR for SPHR Exam Candidates Part 1 and Part 2 
Completed training leading up to certification-October 2016 


















