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Cover Letter 

May 07, 2024. 

Tony L Welch 

Department of Administration Purchasing Div. 

2019 Washington ST E Charleston WV 25305 

Email: toby.l.welch@wv.gov  

 

Subject: Response to the CRFQ-0705-LOT2400000011-1: Prequalification Agreements IT Temp 

Staffing 

Dear Evaluation Team, 

Net2Source Inc. (Hereby referred to as N2S) is pleased to submit our response to the State of 

West Virginia (Hereby referred to as State) for CRFQ-0705-LOT2400000011-1: Prequalification 

Agreements IT Temp Staffing. The services required by the State are fully aligned with N2S and 

the core competencies utilized in the services we offer.  

N2S is an NJ based IT services & solutions provider operating in 32 Countries and certified as 

Capability Maturity Model Integration (CMMI) Level 3, International Organization for 

Standardization ISO 14001:2015, ISO 27001:2013, ISO 27701:2019, ISO 37001& ISO 9001:2015 

with over 17 of expertise in serving state and local government agencies.  

Understanding of the RFP 

The West Virginia Purchasing Division is soliciting bids on behalf of the Agency, West Virginia 

Lottery Commission (Lottery) to establish a list of prequalified vendors from which the agency 

may subsequently obtain bids through a delegated process of IT Staff as covered by the 

prequalification agreement. 

We understand that the objective of the State through this RFP is to pre-qualify vendors for the 

purpose of providing IT Staffing on an hourly basis for short term, long term, or temp-to-perm 

assignments. N2S has read the SOW document and understood the IT services defined under the 

scope of work. We are experienced, capable, and fully confident to cater to the State’s IT staffing 

requirements.  

Our IT project-based staffing services are made specifically to meet the staffing requirements of 

a specific job or project by giving the State a pool of skilled workers who can meet its short-term 

or long-term requirements. We have a large team of experienced IT specialists with the necessary 

experience that is needed for the State that is listed in the SOW's. 

mailto:toby.l.welch@wv.gov
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Our Distinguishing Factors and Capabilities: 

• 17 years of serving various Public and Private sector clients 

• Successfully managing over 80+ Information Technology Staffing Contracts supporting 

federal, state, local governments, and private sector clients in over 35 states and various 

countries. 

• We use a multi-tier delivery model spearheaded by a Client Engagement Associate (Client-

driven), Resource Delivery Associate (Opening Focused) and Recruiter (Candidate Focused), 

supplemented by senior management leadership for strategic client support and sourcing 

for recruitment support. 

• Team of 250+ technical recruiters, data miners and sourcing executives supporting our 

clients. 

Company Details 

Company Name and Age Net2Source Inc, in business from 17 years   

Company Size 550+ 

Address HQ: 270 Davidson Ave, Suite 704 Somerset, NJ 08873 

Net2Source Point of Contact and Title Ajeta Sinha – President  

Contact Details 
Email: rfp@net2source.com  

Ph: 201-333-5020 

We look forward to the possibility of working together to support your organization's success. 

Warm regards 

 

 

Ajeta Sinha – President 

Net2Source Inc. 
 

 

 

 

 

 

mailto:rfp@net2source.com
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General Company Overview 

Qualifications 

Net2Source has been in the business of IT services and solutions since 2007. Our first service 

offering was IT staffing to NJ and Texas area companies. Since that time, Net2Source has led the 

market in developing innovative IT solutions as our clients’ needs have changed. We have been 

providing IT staffing services from the last 17 years, and we understand better than anyone the 

types of technology challenges that companies face.  

Over the years, we have evolved into national IT services & solutions provider with a breadth of 

specialty businesses. With our robust portfolio of IT service and solution offerings, Net2Source is 

committed to supporting its clients to provide IT services to meet the demands of their 

stakeholders.  

Net2Source is a 100% minority-owned and diversity-certified company that specializes in total 

talent management. We provide end-to-end talent solutions, catering to a wide range of needs 

across various industries. Our services include Statement of Work (SoW), Managed IT Services, 

Employer of Record (EOR), Staff Augmentation, Permanent Hiring, Recruitment Process 

Outsourcing (RPO), IC Compliance, Diversity Spend Tracking & Management, On-Premises 

Vendor, Contact Centres/Helpdesk, and Business Process Services (BPS). 

A major focus of N2S during the last decades has been providing resources and leading staffing 

initiatives for public agencies and educational institutions including Universities, and K-12 

Schools. This has led us to gain over 80+ public agencies at the Local, State, and Federal levels. 

We tailor our processes to each project and team, as the specific communication and 

coordination needs vary based on the size of team, the scope of the project and the availability 

of the project stakeholders. In all cases, our processes are focused on facilitating clear 

communication and coordination, both with the project team members and with the 

stakeholders. 

With a global presence spanning 32 countries, Net2Source is positioned to serve clients around 

the world. Our commitment to diversity and inclusion is evident in our certification and minority 

ownership, reflecting a dedication to providing opportunities and representation in the 

workforce. 

Net2Source brings strong credentials and qualifications to deliver services sought by this 

solicitation. This is demonstrated by the following facts:  

• Our People  
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o We only hire TOP 10% of technical talent.  

o Over 60% of our people possess master’s degrees, majority from leading US Universities.  

o One of the highest employee satisfaction ratings on Glassdoor.com.  

o 95% employee retention rate.  

• Net2Souce’s advanced Talent Pool and Applicant Tracking System (ATS)-  

Net2Source has invested time, money, and effort in customizing JobDiva (www.JobDiva.com), an 

industry-leading applicant tracking system designed especially for IT staffing firms. This applicant 

tracking system (ATS) monitors the complete need lifecycle and promotes collaboration among 

departments inside the organization (recruiting, sales, human resources, administration, etc.). 

Our ATS system currently comprises an ever-growing database of about 1200,0000 resumes of 

highly qualified technical talent available in the Unites States. There is a dedicated team of 

recruiting professionals whose sole task is to constantly keep adding to this database. This 

provides us with a competitive edge and ensures quick turnaround time. Our database has 

around 50000+ consultants from West Virginia and neighbouring regions.  

Net2Source is a global workforce management and staffing solutions company that specializes in 

IT staffing, among other services. Here are the qualifications and characteristics specific to 

Net2Source as an IT staffing firm: 

• Experience and Reputation: Net2Source has a proven track record of providing IT staffing 

solutions to clients across various industries. With over a decade of experience in the staffing 

industry, Net2Source has built a reputation for delivering high-quality talent and excellent 

customer service. 

• Industry Specialization: Net2Source focuses on IT staffing, which allows us to have a deep 

understanding of the technology landscape and the specific needs of clients within the IT 

sector. 

• Large Talent Pool: Net2Source boasts a vast network of IT professionals with diverse skill sets 

and experience levels. This extensive talent pool enables us to quickly source and place 

candidates for our clients' requirements. 

• Innovative Recruitment Techniques: Net2Source leverages innovative technology and 

innovative recruitment techniques to identify and attract top IT talent. We utilize AI-driven 

tools, data analytics, and social media platforms to reach potential candidates and assess 

their suitability for specific roles. 

• Comprehensive Screening Process: Net2Source has a rigorous screening and vetting process 

for evaluating candidates. This process typically includes technical assessments, behavioral 

interviews, reference checks, and background verification to ensure that candidates meet the 

client's requirements and standards. 

http://www.jobdiva.com/


                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 7 

• National Presence: Net2Source operates nationally, with offices and operations in multiple 

locations. This presence allows us to tap into a diverse talent pool and serve clients with 

international staffing needs. 

• Continuous Improvement: Net2Source is committed to continuous improvement and 

innovation in our staffing solutions. We regularly assess and refine our processes to enhance  

       enhance efficiency, quality, and client satisfaction.  

• Client Satisfaction: Net2Source prioritizes client satisfaction and aims to build long-term 

partnerships with our clients. We measure success not only by the number of placements but 

also by the positive feedback and repeat business from satisfied clients.  

To address the essential components of the scope of services specified in the solicitation 

document, N2S possesses the following qualifications that make us distinctive and sets us apart 

from the competition: 

Dedicated Account Management Team: N2S’s account management approach for handling 

contingent staffing contracts ensures that contract requirements and goals are well supported. 

For the State, we are assigning a dedicated account management team to ensure the right 

delivery of services. 

Strategic partnerships: To provide our clients the most cost-effective and innovative IT services 

and solutions, N2S has worked diligently over the years to build a broad network of strategic 

partners. It enables us to provide premium-quality services to our clients through early access to 

new technologies as well as preferred access to training and technical support. 

Resume Database: We have 10M+ pre-vetted candidates (20% are matching skills set required 

by the State) in our resume database which make us fully capable of fulfil the state’s 

requirements as and when required. We ensure the state that there is a pipeline of qualified 

candidates at any given time. 

Turnaround time: We take maximum 4 – 6 working hours to provide a qualified resume. N2S has 

150 domain specified recruiters possess the average experience of five (5) years. Resource 

replacements, whenever required, can be provided within 24 hours of request. 

Recruiting Process: We will use our ISO 9001:2015 certified recruiting process, our internal 

database of more than 10 million pre-vetted resumes, access to various job sites (Monster, Dice, 

Career Builder, etc.), internal pool of contingent contracts. 

Financially Stable: N2S is a financially stable and growing company. In the year 2023, we were 

financially evaluated at $65. N2S does not have any pending merger or financial liabilities which 

may affect this current contract. We don’t have any short term or long-term debts. 
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24-hour support: N2S’s Client Engagement and Delivery Office (CEDO) provides regular and 

“after-business-hours support”, giving a 24 hours’ support to clients and an end-to-end resource 

management. 

Staffing Firm that Delivers the Right Employee: Our engagement process revolves around our 

clients and their specific business requirements. Through our consultative strategy, termed the 

Perfect Fit Program, we tap into a talent reservoir spanning thousands to locate the ideal 

candidate matching the criteria for a particular district position. Comprising five tailored phases, 

the Perfect Fit Program is designed to optimize service delivery for your account. 

• Customer Assessment - Our focus is on comprehensively understanding our clients' business 

requirements, enabling us to identify the services that optimize their staffing procedures' 

efficiency and effectiveness.  

• Sourcing - Leveraging our recruiters' industry expertise and the vast networks of our staffing 

agency, we swiftly pinpoint the most qualified candidates.  

• Evaluation - At N2S, we delve deeper than resumes, getting acquainted with each candidate 

to discern the skills and traits that align seamlessly with your roles.  

• Selection - Before a candidate commences employment, we meticulously verify all 

documentation, screenings, and certifications.  

• Performance Tracking - Continuous evaluation of our performance and that of our 

personnel ensures ongoing satisfaction with our services. 

Background Check: N2S works with the clients to establish business rules and customize a 

background check process that meets client’s requirements. N2S has trusted partnerships with 

companies that have the resources to perform a variety of background checks at a local, county, 

and state level. 

Services We Offer 

• Contingent Staffing  

• Direct Hiring 

• SOW (Statement of Work) 

• Contact Centre/Helpdesk 

• Diversity Spend Capture 

• Payroll Solutions 

• EOR/PEO/VOR  

• RPO  

• Managed IT Service 

• Nearshoring/Co Shoring & 

Admin/Clerical Support

 
Financial Capability 

Net2Source is financially stable and a growing company having total revenue as $65MN for the 

year 2023 in the US market. State’s staffing needs are backed by a leading IT staffing and services 

provider with a strong balance sheet that can readily support State’s needs today and tomorrow. 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 9 

 

Our Awards and Recognition 

• Largest Staffing Firm in the US by Staffing Industry Analysts (SIA) (2023, 2022, 2021, 2020) 

• Fastest Growing US Staffing Firm by Staffing Industry Analysts (SIA) (2022, 2021, 2020, 2019) 

• Largest Life Sciences Staffing Firms in the US by Staffing Industry Analysts (SIA) (2022, 2021, 

2020) 

• Diversity-owned Staffing Firms in the US & Canada by Staffing Industry Analysts (SIA) (2022, 

2021, 2020) 

• America's Fastest Growing Companies by Financial Times (2022) 

• 100 Fast Asian American Business Award by USPAACC (2019 – 2020) 

• America's Fastest-Growing Private Company in USA by Inc. 5000 (2022 - 2015) 

• Proven Performer for Commitment to High-Quality Talent by Workforce Logix (2020, 2019) 

• Diverse Supplier Award by AgileOne (2022) 

• Best of the Best Supplier Excellence Award by AgileOne (2021) 

• Best of the Best Supplier Excellence Award by AgileOne (2018) 

• Best of the Best Supplier Excellence Award by AgileOne (2017) 

• Best of the Best Supplier Excellence Award by AgileOne (2016) 

• Fastest Growing Midsize Companies in North Texas by Dallas Business Journal (2020, 2019) 

• America’s Most Honoured Businesses (top 10%) by America’s Most Honoured Businesses 

(2019) 

• Excellence Award for IT & Engineering Staffing and Solutions by TechServe Alliance (2018) 

• The fastest-growing small private companies in DFW by Dallas 100 (2018) 
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2023, $65 
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Our Certifications  

 

 

 

Our Technology Partners 
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Experience in Similar Services 
 

N2S has been servicing the public sector entities for the last 17 years. We understand the State’s 

interests lie in what is best for your departments. N2S leverages its team of specialists located 

throughout the nation to enhance our capabilities to best support the State’s needs. At N2S, we 

build our program to support your unique needs so that the State will experience a partnership 

based on cooperation and focused on the goals and objectives through a professional, well 

designed service plan. 

State Government Clients: State of New Jersey, State of Texas, State of Michigan, University of 

California, University of Southern California, University of Chicago, University of Kansas, Boston 

University, Government of Ontario, State of Texas, State of New York, State of Colorado. 

Federal Clients: Federal Reserve Bank (FRB), FRB NY, FRB Philadelphia, FRB San Francisco.  

Private Sector Clients: Nestle, Johnson & Johnson, BMS, Beckton Dickinson, AbbVie, Kroger, 

Danaher Corporation, Gilead Sciences, Johnson Controls, Cognizant, LTIMindtree, Virtusa, IBM, 

Yahoo, Dolby Laboratories, Caterpillar, American Airlines, Intel, Boeing, etc. 

Our Successful Placements and Resources Pre-Vetted in Asked Categories  

Services/Skillsets Placed from 

2023 – Till Now 

Number of Pre-

Vetted Candidates in 

the Resume 

Database 

Number of 

Candidates in the 

Resume Database 

from WV 

Business Analyst  45 12700 350 

Data Analyst 25 9800 128 

Database Administrator 30 15700 400 

Help Desk Support 25 10900 266 

Network Engineer 24 16835 250 

Project Manager 33 20700 380 

Quality Assurance Analyst 30 10800 274 

Security Analyst  42 9800 75 

Software 

Developer/Engineer 

21 10664 182 

Systems Administrator 27 12880 343 

Technical Writer 10 7800 56 
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N2S offers services to government agencies across the United States through its robust Public 

Sector Consulting expertise. A highly skilled Public Sector team manages this practice; they meet 

every week to discuss performance and issues related to the Resource Management. The goal of 

this arrangement is to guarantee that each client has direct access to both subject matter experts 

from throughout the business and qualified local resources. 

Our ability to successfully manage over 80+ IT staffing contracts servicing federal, state, local, 

and private sector clients across more than 35 states represents proof of our experience.  

Domain experience 

With over a decade of experience in providing IT staffing services, N2S maintains a formal state 

and local government practice as one of our industry specialties. Our 17-years history of 

supporting top initiatives across public sector agencies positions us to help state and local 

governments achieve their missions. In the year 2023, we placed more than 1600 temporary 

consultants and currently, we have a network of over 2800 temporary employees working for 

100+ government entities.  

Project 1 

 

Client name  Alabama State  

Montgomery, Alabama 

Years Services Provided  2018-2021 

Project Type  Staffing Services  

Description of work performed Initially, Net2Source won the contract of Alabama State 

for providing fully managed staffing services.  The 

objective of this contract is to enable state to procure & 

manage full life cycle staffing, consulting, and technical 

services in a timely and economical manner. 

✓ Application Development 

✓ Data Strategy and Management 

✓ Quality Assurance  

✓ Technology Research 

✓ Customer Support  

✓ Network Management  

✓ Internet Planning, Eng. & Operations 

✓ Operations 

✓ Telecommunications 
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Project 2 

 

 

Project 3 

 

✓ Electronic Commerce 

✓ Business Analysis and Planning 

✓ Release Management 

✓ Program Management 

✓ Customer Service Hotline 

✓ Technical Product Support 

Client Type  Government  

Client name  Adams State University 

Alamosa, CO 

Years Services Provided  2018-2020 

Project Type  Staffing Services 

Description of work performed This solicitation seeks providers that can provide 

professional and technical information technology 

contracting services as needed over the next three (3) 

years. The goal is to select a group of qualified service 

providers through this competitive process to minimize its 

contract staffing timelines and expenses while adhering to 

State’s processes and policies. 

• In addition, proposers must be able to submit a 

proposal for a range of IT technical and professional 

staffing services.  

• Typical requests include project-specific services for 

IT project management, business analysis support, 

report writing, accounting, billing, EHR analysis, and 

developer roles. 

Client Type  Government  

Client name  Atlanta Public Schools  

Atlanta, GA 
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Project 4 

 

 

Years Services Provided  2019-2023 

Project Type  Staffing Services 

Description of work performed Net2Source was responsible for augmenting IT Specialized 

resources for the Atlanta Public Schools. 

Task Performed in this Contract: 

✓ Business Analyst 

✓ Project Manager 

✓ Identity and Access Management Application 

Analyst 

✓ Human Resources/HR Functional Analyst 

✓ Financials/Financial Services Functional Analyst 

✓ Student Systems Functional Analyst 

✓ Ed Tech/Digital Tools Functional Analyst 

✓ CRM Application Analyst 

✓ CRM Functional Analyst 

✓ CRM Technical Analyst 

✓ Web Developer 

Client Type  Government  

Client name  Bluewater District School Board  

Ontario, Canada 

Years Services Provided  2021-2022 

Project Type  Staffing Services 

Description of work performed Net2Source has provided following roles: 

✓ Technical Business Analyst  

✓ Quality Assurance Analyst  

✓ Business Analyst  

✓ System Administrator  

✓ System Analyst 

✓ Project Manager  

Client Type  Government  
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Project 5 

 

 

Project 6 

 

Client name  University of California  

CA  

Years Services Provided  2022-Ongoing 

Project Type  IT and Non-IT Staffing Services 

Description of work performed Net2Source is responsible for providing IT and Non-IT 

Staffing Services as per the requirements and needs of the 

University. 

Client Type  Government  

Client name  State of Texas 

TX 

Years Services Provided  2020-2021 

Project Type  Staffing & Professional Services 

Description of work performed IT professional services resources roles that was required 

by the State. The list is not all-inclusive; the State have 

other IT professional services resources roles not listed 

that are required. Any non-listed roles will be set out in an 

issued RFS, and any hourly rates will be established at that 

time.  

✓ Applications Architect  

✓ Batch Job Administrator 

✓ Business Analyst 

✓ Solution Architect 

✓ Business Architect  

✓ Project Manager  

✓ Product Manager  

✓ Program Manager  

✓ Solution Architect  

✓ Technology Specialist/Developer  
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Project 7 

 

 

Project 8 

 

Client Type  Government  

Client name  Annapolis Valley Regional School  

Berwick, Nova Scotia 

Years Services Provided  2022-2023 

Project Type  Critical IT support 

Description of work performed Net2Source’s team of consultants have provided critical IT 

support across several projects at Annapolis Valley 

Regional School as detailed below. Our services include:  

✓ Applications Development 

✓ Database Administration  

✓ Network Engineering Services  

✓ Technical Writing  

✓ Subject matter Expertise  

✓ Content Writing  

✓ Training Services  

✓ Training Support  

✓ System Administration  

✓ IT Customer Support   

✓ Help Desk Support  

✓ Quality Assurance 

Client Type  Government  

Client name  University of Kansas 

Lawrence, KS  

Years Services Provided  2023-2023 

Project Type  IT and Healthcare Staffing  

Description of work performed Net2Source’s services include:  

✓ Applications Development  
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✓ Database Administration 

✓ Network Engineering Services  

✓ Senior Writer/Editorial  

✓ Senior Marketing Writing and Editing  

✓ Graphics Designing  

✓ Training Services  

✓ Web Content Analysis 

✓ Nurse Practitioners 

✓ Physician Assistants 

✓ Nurses 

✓ Healthcare Administrators 

Client Type  Government  
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Our Team 

Ajeta Sinha – President (Main Point of Contact) 

Apart from being the President of Net2Souce, she is wearing 

multiple hats which includes managing Business Development 

and Sales, Marketing, Account Management, Staffing Operations, 

Internal Hiring of all levels, Partner negotiations, Escalation 

Management, Strategic Negotiations, Global Compliance and 

Operations, Headhunting, Proposal Creation, D&I Strategy 

Planning and Implementation, RFP/RFI creation and Submission, 

Inside Sales Training and Team Management, Event Management 

and Sponsorships, Company Award Nominations, Branding, Market and Competitor Analysis, 

Training, and Development, Salesforce Administration and Implementation, Job Diva (ATS) 

Review, and Process Re-engineering, Candidate and Employee Surveys and Performance 

Management, Onsite and Offshore Operations, Global Recruiting and Sales operations. 

Education Certification  

Customer Relationship Management Course (Indian Institute of Management Ahmedabad, India) 

Industry Experience 

Client Net2Source Inc. 

Duration February 2015 – Till Now 

Responsibilities 

• Managing a Portfolio of $250 MN worth of accounts as President  

• Strategic Point of contact for all key clients (Direct, MSP, System Implementers)  

• Providing SOW Engagement & Consulting Services, Staffing (Direct & Contingent), Payroll, 

RPO & Manage IT services. 

• Managing new Client Acquisition - Direct clients and MSP's  

• Strategic Decision maker for Business Development activities at Net2Source  

• Revive dormant accounts and do gap analysis.  

• Implement Account Management Strategies  

• Provide training on Tools like LinkedIn, Salesforce, Job Diva, Major VMS  

• Managing a direct team of 80+ (Inside Sales, Account Managers and Business Heads) onsite 

and offshore   

• Face of the company for all business events and conferences  

• Drive Performance Appraisals for Team  

• Introduce New Performance and Process Improvement Metrics  
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• Conducting KPI Analysis Meetings with clients and internal teams.  

• Vendor Management (working with sub vendors for sub -contracting)  

• Heading all Marketing campaigns - Newsletters, Social Media campaigns  

• Heading Consultant Care Program  

• Social Media Expert (Handle PR for Net2Source)  

• Expert in Proposals, Presentations, Marketing Collaterals  

• Make Strategic decisions on Top Generating accounts.  

• Responding to RFP/RFI for State and Commercial clients  

• Lead a team of Business Development Managers (Onsite & Offshore)  

• Implemented CRM for Sales Team 

• Involved in in-house Hiring for all levels (India and US)  

• Involved in Contract Negotiations and Collections 

 

Client RateGain 

Duration April 2014 - February 2015 

Responsibilities 

• Establish excellent understanding of the client’s business and provide inputs to the Sales & 

Marketing team for tools and services required for creation, coordination and 

implementation of effective marketing and communication plans. Additionally, will also be 

required to develop effective sales tools which can be implemented at the ground level.  

• To generate revenue from the assigned set of existing customer accounts and ensure revenue 

growth from the assigned geography by account creation, mining, analysis, and up-selling.  

• To set and achieve annual sales goals and sales growth targets, as well as ensuring all products 

are priced to produce corporate profit and market competitiveness.  

• To be an expert in managing, directing, guiding, and motivating the assigned team 

• Managed Fortune clients (Expedia, Priceline, Odigeo, Orbitz, Carlson Wagonlit, 

Rentalcars.com)  

• Exceeded targets by 20% within 6 months of joining by upsell and new sales.  

• Was able to maintain renewals at a rate of 100% for all my strategic accounts.  

• Actively participated in Onsite Meetings, trade shows, conferences, and sales meetings to 

deliver effective campaign support outside India. 

Client Campus Consortium 

Duration February 2013 - March 2014 

Responsibilities 

• Enhancement of commercial value of existing contracts.  
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• Client communications, conflict resolution, and compliance on client deliverables and 

revenue.  

• Project Manage major deliverables (i.e., strategic brief, function spec, tech spec, etc.) to 

ensure quality standards and client expectations are met.  

• Manage client relationships through business review, expectation management, consultative 

roadmap presentations and internal alignment of resources for timely delivery.  

• Manage Vendor relations and make recommendations for empanelment/ termination.  

• Work closely with the project team to maintain a continuous knowledge of project status to 

identify potential issues and/or opportunities within or related to the project. 

• Measure effective implementation of processed through self-designed CRM dashboards.  

• Report to the Director of Relationship Management, providing regular input on all account 

activity, including status and call reports on a weekly basis. 

• Interacted with C level contacts (President, CIO, CTO, CFO) at US Top Universities  

• Handled Accounts worth $20 million in my portfolio.  

• Managed Strategic Accounts and exceeded targets by about 60% within a year.  

• Managed a team of 12 Account Managers  

• Managed consistent retention/renewal rate at 98% 

Heather Walsh – Account Executive 
With more than six years of experience, Heather has worked in 

business development, operations, customer relationship 

management, and account management. She has a great deal of 

expertise making sure that our staffing solutions are successfully 

and on time delivered in accordance with the goals and demands 

of our clients, having been recognized among the top 3 Account 

Executives by Net2Source across the US. She has a track record of 

effectively updating internal stakeholders on the status of weekly, 

monthly, and quarterly status updates. She is adept at leading 

many State accounts to efficiently oversee daily operations and 

communicating with important State agencies to ascertain needs and comprehend the general 

operation of available resources. 

Core Competencies 

• Every aspect of the hiring process, from obtaining requirements to fulfilling them. 

• Taking on the role of Accounts Lead for several staffing implementations at Federal, State, 

and Local contracts. 

• A significant amount of expertise in examining, settling, and signing any non-disclosure 

agreements, teaming agreements, and subcontracts for the organization. 
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• Excellent scheduling skills for both company and executive-client meetings, as well as 

experience keeping track of the equipment used by the business. 

• Skilled at drafting staffing services agreements for the organization and sending them out to 

the group. 

Education Certification  

• University of California San Diego Sociology, Law · (2018 - 2020)  

• Mira Costa College Associate of Arts - AA, Sociology · (August 2015 - May 2018)  

• Mira Costa College Associate of Arts - AA, Criminal Justice/Law Enforcement 

Administration · (2015 - 2018) 

Industry Experience 

Client  Position  Duration  

Net2Source Inc. Account Executive/ Customer 

Success Manager 

April 2023 - Present 

CD Recruitment Executive  November 2022 - March 2023 

Betts Senior Recruiting Coordinator January 2022 – November 

2022 

LPL Financial Associate Service Consultant June 2020 - January 2022 

Andrew Hayes – Recruitment Lead/AM 
As a seasoned professional with several years in IT and staffing, I 

understand that my customers rely on me to identify, attract, and 

help them hire the right talent to fuel their growth. I take pride in 

partnering with my customers to understand their industry 

nuances and their short- and long-term objectives before 

recommending solutions. The investment I make in my customer 

coupled with my expertise in the IT workforce, enables my 

customers to succeed in meeting their hiring needs. customer 

coupled with my expertise in the IT workforce, enables my customers to succeed in meeting their 

hiring needs. 

Core Competencies 

• Expert in recruitment process and resource management, sourcing strategies, recruitment 

process improvement and up gradation and compliance management. 

• Teach how to drive and managed the entire recruiting process starting with identifying the 

requirement, posting positions on internet/intranet, job boards, etc., sourcing resumes, 

finding, and screening candidates to extending the offers and closing the positions 

successfully to the juniors. 
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• Expert in handling various non-IT positions also including, but not limited to Accountants, 

Administrative & Clerical Staffs, Accounting Managers, Auditing Managers, Budget Managers, 

Data Analysts, etc. 

• Expert in in-house recruitment & placing H1B candidates on Bench with different skill sets. 

• Interacting with Hiring Manger of End Client and discussing the requirements with the team 

and the sourcing needs of them and fulfilling them. 

 
Education Certification  

• Anoka Ramsey Community College – Associates Degree in Accounting 

• Coon Rapids High School - Associates Degree in Accounting and Finance  

Industry Experience 

Client  Position  Duration  

Net2Source Inc. Account 

Manager/Recruitment Lead 

July 2023 - Present 

eTeam Lead Client Delivery  September 2022 - July 2023 

Kelly Science, Engineering, 

Technology & Telecom 

Principal Workforce 

Consultant 

February 2022 - September 

2022  

Mindlance Sr. Account Manager September 2012 - July 2020  

 

Aman Kumar – Delivery Manager  
As a Delivery Manager at Net2Source, Aman lead the recruitment 

delivery for all accounts, handling 10 clients and 18 recruiters 

with the help of 1 account managers. Aman has built a new IT 

team from scratch, trained them on new technologies, and 

supervised their performance and metrics. Aman has also worked 

with direct clients and managed a strong and competent 

recruitment team.  

Core Competencies 

• Communicating with hiring managers to identify future job openings and the technical 

requirements for those jobs. 

• They write job descriptions and post to relevant media platforms. 

• Screening applicants for competency with the job requirements. 

• We are arranging telephone, video, or in-person interviews. 

• Performing background and reference checks. 

• Developed and maintained the recruitment process, resulting in a streamlined approach to 

hiring. 
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• Provided reports for clients on their recruitment/roles, resulting in high client satisfaction. 

• Advised clients on appropriate attraction and selection methods for each role, resulting in 

successful placements. 

• Shortlisted and screened candidates, resulting in a high standard of candidate experience. 

• Provided guidance and support to the recruitment team, resulting in improved performance 

and productivity. 
 
Education Certification  

• Rajasthan Technical University Bachelor's Degree, Computer Science (2013 - 2017)  

• Kendriya Vidyalaya Schooling, Mathematics and Computer Science (2001 - 2013) 

Industry Experience 

Client  Position  Duration  

Net2Source Inc. Delivery Manager September 2020 - Present 

Creatigrity Technologies Pvt 

Ltd 

Recruitment Delivery, Team 

Lead 

January 2020 - August 2020 

LanceSoft Inc Sr. Executive (Technical 

Recruiter) 

January 2018 - January 2020 

 

Ravi Tiwari – Finance Manager 
With over 15 years of experience, Ravi is a skilled and results-

oriented finance manager who specializes in developing and 

recording billing processes for a range of hiring and consulting 

assignments. With an emphasis on accuracy and efficiency, he has 

a good expertise in cost accounting, forecasting, month-end and 

year-end closing procedures, budget preparation, variance 

analysis, and process improvements. He has a great deal of 

expertise handling cash receipts, collecting accounts receivable 

(AR), and overseeing interactions with third-party service providers like PayPal. He is adept at 

overseeing all aspects of accounts receivable management, including sales orders, invoices, bank 

deposits, and daily cash reporting. 

Core Competencies 

• Fully conversant with the CRM, invoicing, timesheet-tracking & payment to consultants, rate 

negotiations, contract writing, and negotiations. 

• Supervised the preparation of monthly, quarterly, and yearly financial reports. 

• Organized financial records & created accounting systems for small businesses. 
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• Skilled in performing routine accounting activities such as maintenance of the general ledger, 

preparation, and distribution of various financial reports, payroll input, reconciliation of 

balance sheet accounts, and journal entries. 

• Resolved months of backlogged accounts, restored order, and organization to 

processes/records in disarray, researched and solved billing issues to correct invoicing and 

journal entry errors previously missed. 

• Responsible for managing the billing and payroll functions including analysing, documenting, 

and improving processes. 

• Setup new billing processes and procedures during new system implementation and ensured 

a smoother transition for the organization to deliver accurate invoicing to clients. 

Education Certification  

• Delhi University, India - B. Com, Commerce (2003 - 2006)  

Industry Experience 

Client  Position  Duration  

Net2Source Inc. Finance Manager January 2010 – Present  

VTLGlobal, Inc Finance Analyst January 2008 - January 2010 

 

Note- We will assign dedicated recruiters in this project. Their recruiting 

capacity is upto 60 candidates per week. We will support the State needs with 

full dedication and with ease. 
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Project Approach and Methodology  

Net2Source’s approach is based on a dedicated service delivery model, leverages its best 

resources to fully support the mission and objectives of the State. Net2Source will assign a Client 

Engagement and Delivery department for the State contract to provide regular and after-

business-hours support. The delivery department will empower Net2Source to respond quickly 

to all State requirements and queries, with turnaround time as little as 12 hours for most of the 

IT requirements. The department will be focused on adding values and delivering the IT staff 

“whenever client needs” through a deep understanding of the experience, skills and other details 

for successful deployment and project completion. Client Engagement and Delivery department 

will also ensure a perfect match with continuity at a place using an innovative, best in class 

24x7x365 recruiting and deployment engine, complemented by internal teamwork to validate 

candidate and background, onboarding, candidate replacement, and timesheet management 

and administration. 

What the State can expect from Client Engagement and Delivery department for this contract: 

Program Design  

• Timeline  

• Roles and Responsibilities  

• Program Requirements and Service 

Deliverables 

Quality  

• Performance Metrices  

• Quality Control Plan  

• Customer Satisfaction  

Employee Acquisition  

• Recruiting 

• Prescreen & Hire 

• Drug/Background Screening 

Employee Management  

• Employee Onboarding 

• Employee Relations  

• Retention 

Technology 

• Time Keeping/Reporting 

• Recruiting Infrastructure 

• Implementation  

Invoicing/Reporting 

• Invoice Accuracy 

• Consolidated Reporting 

• Tailored Reports and Frequency  

Our team is dedicated to implementing the most effective market practices to help the State 

achieve its goals. We take a comprehensive approach to meeting the State's needs and keep 

them informed throughout the recruitment process with regular reports. Our Information 

Technology management staff will thoroughly review all resumes of potential candidates, and all 

staffing decisions will be approved by State IT management staff prior to starting. 
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Staffing Plan 

Contract Initiation 

Following our Quality Project Implementation Process, we will present our team and lay out the 

foundation for our partnership with the State during the kickoff meeting before starting the 

contract. We will go over State's program objectives in this discussion to ascertain which services 

are necessary to best achieve the goals. We also decide on the kind and extent of the work. Since 

we take a proactive approach to management, we perform requirements assessments to 

evaluate the business environment and make sure that the scope includes all required controls. 

In addition to reviewing the ongoing operations and analyzing the costs and benefits, Net2Source 

also creates a detailed overall budget and breaks down the business needs and requirements 

into achievable targets.  

Proposed Plan 

N2S offers a comprehensive Short and Long-Term IT Staffing Plan to effectively meet State's 

need. The plan begins with a thorough assessment of the State's requirements, including an 

analysis of specific job classifications, skills, and expertise needed to align with the State's 
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organizational structure, culture, and strategic goals. N2S utilizes various sourcing methods to 

attract top talents, such as job boards, professional networks, referrals, and partnerships with 

agencies and departments. A rigorous screening process is implemented to evaluate candidates' 

qualifications, technical skills, experience, and cultural fit. After presenting a shortlist of qualified 

candidates, N2S facilitates onboarding, ensuring background checks, paperwork completion, and 

orientation to State policies, procedures, and systems.  

To manage the performance of temporary staffing, N2S establishes clear expectations and 

deliverables based on project requirements. Regular monitoring and evaluation are conducted 

to provide feedback and guidance, and ongoing support and resources are offered to ensure the 

success of the temporary staff, including access to training and professional development 

opportunities. 

Compliance with legal and regulatory requirements related to Short/Long Term Staffing, 

including employment laws, data privacy, and security protocols, is ensured. Comprehensive 

contracts and agreements are established to mitigate confidentiality breaches or intellectual 

property protection risks. Effective communication channels are fostered between Temporary 

staff, State departments, and stakeholders to facilitate collaboration and knowledge transfer. 

N2S values continuous improvement and regularly reviews the effectiveness of the Staffing Plan, 

seeking feedback from the State’s team and making necessary adjustments. By implementing 

this plan, N2S will aim to provide the State with a robust and efficient workforce, helping the 

State to meet its objectives, enhance project delivery, and effectively support the needs of its 

constituents. Staying updated on emerging IT trends and technologies, N2S will provide the State 

with the most relevant and innovative talent.  

Recruitment Planning  

Recruitment planning is the first step of the 

recruitment process, where the vacant positions 

are analyzed and described. It includes job 

specifications and their nature, experience, 

qualifications, skills required, etc. Our structured 

recruitment plan is to attract potential candidates 

from a pool of candidates. The potential 

candidates should be qualified and experienced 

and capable of taking on the responsibilities 

required to achieve the objectives of the client's 

need. 

Requirement 
Gathering 

Background 

Checks 

Sourcing 
Candidate 

N2S 
Recruitment 
Methodology 

Selection Screening 

Interview 
with the 

client 
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 Identifying Vacancy 

The first and foremost process of our plan is identifying the vacancy. This process begins with 

receiving the requisition for recruitment from the client, which contains the following: 

• Number of posts to be filled. 

• Number of positions 

• Duties and responsibilities to be performed. 

• Qualification and experience required. 

When a vacancy is identified, it is the responsibility of our sourcing manager to ascertain whether 

the position is permanent or temporary, full-time, or part-time, etc. These parameters should be 

evaluated before commencing recruitment. Proper identification, planning, and evaluation lead 

to hiring the right resource for the client. 

Job Analysis 

Our job analysis process identifies and determines a specific job's duties, responsibilities, skills, 

abilities, and work environment. These factors help identify what a job demands and what a 

candidate must possess to perform a job productively. 

Key Steps we take for analyzing a job: 

• Recording and collecting job information 

• Accuracy in checking the job information. 

• Generating job descriptions based on the information. 

• Determining the skills, knowledge, and skills, which are required for the job. 

  

 Job Description  

The job description is an important, descriptive document containing the final statement of the 

job analysis. This description is fundamental for a successful recruitment process. The job 

description provides information about the scope of job roles, responsibilities, and the 

positioning of the job in the organization. And this data gives the employer and the organization 

a clear idea of what an employee must do to meet the requirement of his job responsibilities.  

Elements we include in our job description document: 

• Job Title / Job Identification / Organization Position 

• Job Location 

• Summary of Job 

• Process of Supervision 

• Working Conditions 

• Health Hazards 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 29 

Job Specification 

Job specification focuses on the specifications of the candidate whom our recruitment team is 

going to select for the client interview. Our job specifications document provides information on 

the following elements: 

• Qualification 

• Experiences 

• Skills requirements 

• Work responsibilities 

• Planning of career 

Searching The Right Candidate 

Searching is the recruitment process where the resources are sourced depending on the 

requirement of the job. After the recruitment strategy, the search for candidates will be 

initialized. 

    

 
 

 

N2S uses the right technology to hire candidates and provide the most reliable tools to our team. 

In basic searches, we do semantic search terms that signify a candidate's responsibilities (i.e., 

what they do in their job). N2S maintains a significant role in maintaining a steep hiring bar. We 

scratch up to 5-10 candidates before selecting our favorites and build a sourcing pipeline that 

helps us build relationships with passive candidates. 

Screening/Shortlisting 

At N2S, we get to know each candidate beyond just their resume. We find the skills and qualities 

that make you the perfect fit for your position. We ensure that qualified temporary employees 

are available as per the client's requirements; N2S will use its proven and proactive approaches, 

processes, and tools practiced for over 17 years to provide staff with the required skills.  

We employ a meticulous screening process, combining our understanding of the requirements 

and similar experience in staffing government organizations. Our methodology leverages 
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decades of experience supporting clients to ensure we staff the requirements with Personnel 

who meet client requirements, bring the right experience, and have the required qualifications.  

Initial Screening 

To complete the hiring process, we ensure all forms, screening, and certifications are verified 

before the employee starts. 

 Pre-Screening 

• Communication skills 

• Screening the consultant technically as per the requirement 

• Collecting valid work authorization proof 

• Photo ID/Driving license/Passport 

• References minimum last two projects. 

 Technical Evaluation  

Target Interview Objectives 

• Our key objectives of the interview process are to find resources that match the 

• The State’s requirements and have the following competencies. 

• The ability to quickly grasp the State’s mission and culture. 

• Technical expertise with matching or exceeding 100% of required skills. 

• Cultural fit. 

• Good analytical and proven success in career. 

 

Background Check 

N2S has a well-defined and documented Background Check Policy. Under this policy, candidates 

are subjected to compulsory pre-employment background checks depending upon the client's 

requirements. Following are the essential steps followed in this regard: 

Background checks for consultants are conducted for: 

• Criminal Record Search 

• Drug Test 

• Professional certification and license verification 

• Technical Proficiency Profile Testing/ Online Technical Test 

• Interview – Conduct detailed technical interviews based on the client’s requirements. 

• Check effective communication, creativity, analytical thinking, problem-solving, and 

leadership skills. 

• Prepare the feedback form by filling results of the interview. 
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• Driving Record Background Checks 

• Education Verification 

• Employment Verification   

Net2Source works with clients to establish business rules and customize the background check 

process that meets our client’s requirements. Once a candidate is being selected by the Client, 

an independent third-party agency performs a background check on the selected candidates. The 

candidate is notified and is required to sign a consent and authorization form as to the 

procedures set forth in our Background Check Policy. We notify the Client in writing regarding 

the result of the background checking conducted for a candidate. The candidates successfully 

clearing the background check to proceed to join the Client’s project. 

Net2Source’s partnered agency has the resources to perform a variety of background checks at 

a local, county, and state level, including:  

• Academic Record Check  

• Credentials Check  

• Criminal Record Check  

• Database Check  

• Emerging Background Checks  

• Employment Eligibility Check  

• Identity Check  

• Reference Check  

• Residence Check  

• Social Security verification  

• Social Media Check 

If requested by the Client, Net2Source conducts electronic drug screening and 10-panel drug test 

which includes:  

• Amphetamine  

• Barbiturates  

• Benzodiazepines  

• Cocaine  

• Methadone  

• Methamphetamine Opiates such as  

• heroin, codeine, and morphine  

• Phencyclidine or PCP 

• Propoxyphene 

• THC (marijuana) 

Placement & Onboarding 

Once a candidate has been interviewed and selected by the State, we begin the onboarding and 

orientation process. Net2Source can also offer the State, options for onboarding and orientation, 

including a standard version as well as programs adapted to State’s specific location, or business 

environment. Net2Source’s standard orientation for new employees includes an overview of our 

Employee Handbook, which is received and acknowledged by every employee to indicate their 

review and understanding of our policies and procedures. Examples of content include 

information on Net2Source’s Commitment to Safety and Quality, Equal Employment 

Opportunity, Drug Free Workplace and policies on Harassment, Weapons, and Workplace 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 32 

Violence. In addition, Net2Source will ensure that the temporary staff has read and understood 

the orientation material provided by the State if any. Upon completion of the orientation, all our 

consultants will be “ready” (according to the State’s standards) to start their assignments. 

Net2Source Concentrated Approach 

To provide and discuss with each temporary employee assigned to the State, Net2Source can 

create a personalized assignment manual. The assignment manual may include details about 

State 's organization, including its values and ethics principles, business objectives, and strategy, 

as well as information on how to get to the organization, work hours, dress code, safety 

regulations, and methods for notifying absences. In addition, the orientation procedure may 

involve:  

• Drug testing and background checks  

• Safety expectations and testing  

• Attendance rules  

• Timekeeping and tracking practices  

• SBE policy acknowledgment  

• Equipment management, from badges to distribution of personal protective equipment.  

 

 Ongoing Support and Training 

Our hiring process has always been tailored to the specific requirements of each of our clients. 

As a result, rarely much training is typically needed for our team. But we also know that for clients 

and employees to succeed in the quickly evolving market of today, we must always go above and 

beyond what is expected of us. Our staff base has access to both on-the-job and off-job training 

options in case a temporary employee needs it. Each year at the beginning, our e-Care 

department prepares a training schedule for every one of our current employees and keeps a 

close eye on its successful execution.  

• On the job training are those which are given to the staff based upon every day’s job work 

responsibilities with word processing, database, and spreadsheet software. It is a simple and 

cost-effective training method. Using such a method, proficient as well as semi-proficient 

staff is well trained. We train the staff in the actual working scenario. The motto of such 

training is “learning by doing”.  

 

• Off the job, training methods are those in which training is provided away from the actual 

working condition. It is used in case of new staff joining the company and, depending upon 

the training level, involves workshops, seminars, conferences, etc. We conduct such training 

if a group of staff is to be trained and time is less. 
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Net2Source Process of Maintaining Quality of the Services 

Net2Source commitment to Total Quality Management ensures that our clients receive the 

highest level of value-added service. From our adherence to leading quality standards to our use 

of quality control processes for technical testing, reference and background checks, and 

consultant training, Net2Source has demonstrated a dedication to excellence that has enabled 

us to significantly enhance the value proposition that we offer our clients. 

Our dedicated account team will be in contact with consultants on regular basis. For the first 

three (3) months, we will schedule monthly meetings for respective consultants with Account 

Manager and the client. After this period, account team will schedule meeting after every two 

(2) months. Below mentioned is in-details description of each meeting. 

• Meeting I - At the one-month mark We will schedule this meeting to assess our consultant's 

performance and talk about the difficulties encountered, significant successes, trainings 

needed to complete forthcoming project phases, and additional support needed to provide 

the necessary services. 

• Meeting II - After two months of completion We will schedule this meeting to find out if we 

can successfully and efficiently complete the pre-determined deliverables before the 

deadline. Or are we on schedule to provide the predetermined deliverables according to the 

timeline? 

• Meeting III - At 3 months completion We schedule this meeting to discuss our consultant’s 

performance and project status. We also discuss about challenges faced, key achievements, 

required/pending trainings to accomplish upcoming stages of the project and other required 

support to deliver the required services. Also, we request the project officer supervising the 

consultant to fill the below mentioned performance evaluation sheet. 

Further, below specified are our performance evaluation criteria which will be discussed with the 

project officer supervising the candidate: 

• Job Knowledge 

• Work Quality 

• Attendance 

• Communication Skills 

• Initiative 
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How resources will be obtained and presented to the State for selection when task orders are 

issued. 

As soon as the State will issue the task order, Our Account Manager (AM) notifies the State that 

the request has been received. The Account Manager will then input all the requirements, 

including Request Type, Skill Set, Education, Location, Rates, Domain experience, and 

Department, into the CRM platform. The Recruitment Manager (RM) will receive the submitted 

request right away and assign it to the Recruitment Team, a dedicated team tasked with 

providing IT professionals along with all the necessary and desirable information requested by 

the State. Our placement procedure is listed below: 

Check into the Internal Pool: To overcome such situation, as a practice we have maintained an 

internal pool of candidates. Recruitment Team will check into our internal pool database to 

identify if there are perfect match available. To protect our client's timeliness during project 

execution, this pool assists us in promptly providing replacement or additional unexpected 

resources to the client. 

List of Qualified Candidates: Qualified candidate list is the list of pre-screened candidates, N2S 

maintains an extensive database of pre-screened professionals for all classifications matching to 

capability, as well as part-time employees and referred candidates who are immediately 

available. It makes it possible for N2S to maintain a pool of exceptional individuals familiar with 

our policies and procedures and available to join our team immediately. If needed, those 

candidates may be hired and placed on the job site in less than a couple of days. The recruitment 

team will simultaneously search the "List" for candidates and make them available for The State's 

consideration while searching for potential candidates from the "Internal Pool." 

Internal Database: N2S maintains a robust, company-wide proprietary candidate database, in its 

internal database. For nearly over 17 years, N2S has been building a database of the world’s most 

sought-after professionals from diverse backgrounds and domains. Resumes are automatically 

entered into our database for categorization by profession, education, certification, pay rate, 

GPA, years of experience, special skills, location, testing scores, licensing, and availability etc. We 

continue to find candidates using this method, screen them, and upload them to our CRM. We 

will continue to develop the network of temporary IT personnel that the State can look for under 

this contract by using the same strategic approach that we will use to fulfil its requirements. For 

networking and database building, we will use internal references, post job requirements on 

many platforms, and source candidates from sites like Zip Recruiter, CareerBuilder, and LinkedIn. 

Within 4–7 days, the recruitment team will look through our database to find the most 

suitable applicants, and they will then submit them for the State's consideration. 
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Our Account Manager, supported by Recruitment Team, is responsible for ensuring the timely 

fulfilment of client IT staffing needs. Net2Source will assign a dedicated Account Manager to 

handle the State account. On receiving the requirement from the State, the Account Manager 

will prepare a skill matrix of the specific job requirement for position(s) from the State. The steps 

and timeline to fulfil the job requirements are shown in the table below: 

Deliverable Responsibility Timeframe 

Analyzing the Job Description 

and need 

Account Manager 0-1 Hours 

Designing recruitment 

strategy 

Updating requisition in ATS 

Updating job vacancies in 

social media  

Sharing requirement across 

the sourcing channels 

Account Manager 0-1 Hours 

Searching and sourcing the 

right candidates 

Recruitment Team 2-6 Hours 

Preparing skill matrix and 

summary sheet of shortlisted 

candidates in client format 

for submittal 

Recruitment Team 2-4 Hours 

Confirming interview 

schedule 

Account Manager and     

Service Delivery Manager 

1-2 Hours 

Aligning and arranging 

interview schedules with 

client 

Conducting detailed 

interview and tech check 

Phone/Skype screen is 

performed by committee or 

hiring manager. 

On campus interviews for 

finalist 

Account Manager and Service 

Delivery Manager 

Client Dependent 

Keep Candidate Informed Recruitment Team On going 

Review Options for 

candidate finalization with 

client 

Account Manager Client Dependent 
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Communicate decision of top 

candidate to Account 

Manager and HR 

On-boarding formalities HR Manager and Account 

Manager 

3-7 Days 

HR will reach out to the 

candidate to extend a verbal 

offer. 

Paperwork to be send to 

candidates 

HR Manager and Account 

Manager 

0-1 Hour 

Background checks Account Manager 2-7 Days 
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References  

Services/Skillsets Clients Where Candidates are Placed 

Business Analyst  1. LTIMindtree  
2. ITC Infotech  
3. Cognizant  

Data Analyst 1. LTIMindtree  
2. Virtusa  
3. Cognizant 

Database Administrator 1. University of Kansas 
2. Virtusa  
3. Cognizant 

Help Desk Support 1. University of Kansas 
2. Boston University  
3. Cognizant 

Network Engineer 1. University of Kansas 
2. Boston University 
3. University of Chicago 

Project Manager 1. Virtusa  
2. Cognizant 
3. University of Chicago 

Quality Assurance Analyst 1. Virtusa  
2. LTIMindtree 
3. Cognizant  

Security Analyst  1. Virtusa  
2. Cognizant 
3. University of California  

Software Developer/Engineer 1. University of Chicago 
2. Cognizant 
3. University of California 

Systems Administrator 1. LTIMindtree  
2. ITC Infotech  
3. Cognizant  

Technical Writer 1. Virtusa 
2. ITC Infotech  
3. Cognizant 
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Client 1 

 

Client 2 

 

 

Client 3 

 

 

Client 4 

 

Client name and Address LTIMindtree  

Houston TX. 

Name of Contact  Anitha Asrani  

Contact Details 
Email: Anitha.Asrani@ltimindtree.com 

Ph: (201) 220-1512 

Years Services Provided  2019-2023 

Type of Business   IT Staffing Services 

Client name and Address 
ITC Infotech  

Paramus, New Jersey, NJ 

Name of Contact Arathi Nandakumar 

Contact Details Email: Arathi.Nandakumar@itcinfotech.com 

Ph: (408) 688-4305 

Years Services Provided  2019-2022 

Type of Business  IT Contract Resources 

Client name and Address  Virtusa  

Berkeley Heights, NJ 

Name of Contact Padmashree Balodhi  

Contact Details 
Email: pbalodhi@virtusa.com 

Ph: (609) 598-0663 

Years Services Provided  2021 - Ongoing 

Type of Business  IT Staffing Services 

Client name and Address Cognizant  

Teaneck, NJ 

Name of Contact Gita Raman 

mailto:Anitha.Asrani@ltimindtree.com
mailto:Arathi.Nandakumar@itcinfotech.com
mailto:pbalodhi@virtusa.com
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Client 5 

 

 
Client 6 

 

 
Client 7 

 

 

Contact Details 
Email:  Gita.Raman@cognizant.com   

Ph: (201)-966-1724 

Years Services Provided  2016- 2022 

Type of Business Staffing Services 

Client name and Address 
Boston University  

Boston, MA 

Name of Contact Kristin Casey - MSP POC 

Contact Details 
Email:  Kristin.Casey@kellyocg.com  

Ph: (508) 277-2556 

Years Services Provided  2022-2023 

Type of Business IT Support and Services 

Client name and Address 
University of California 

CA 

Name of Contact Lisa Collins - MSP POC 

Contact Details 
Email:  Lisa.collins@kellyocg.com   

Ph: (510) 987-9600 

Years Services Provided  2022-2023 

Type of Business Staff Augmentation 

Client name and Address 
University of Kansas  

KS 

Name of Contact Madeline Lasater - MSP POC 

Contact Details 
Email:  madeline.lasater@favoritestaffing.com  

Ph: (913) 871-6272 

Years Services Provided  2020-2023 

Type of Business Staffing Services 

mailto:Gita.Raman@cognizant.com
mailto:Kristin.Casey@kellyocg.com
mailto:Lisa.collins@kellyocg.com
mailto:madeline.lasater@favoritestaffing.com
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Client 8 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Client name and Address 
University of Chicago 

IL 

Name of Contact Stephanie Hots - MSP POC 

Contact Details 
Email:   stehots@agile1.com 

Ph: (818) 254-0969 

Years Services Provided  2018-2021 

Type of Business Staffing IT Resources Services 
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Proposed Candidates (Resumes) 

Business Analyst 1 – Naveen Sandhu 

Professional Summary:  

• 9+ years of experience as a Business Analyst, proficient in developing business processes 

and system solutions, particularly for Healthcare and Finance domain   

• Experience in various SDLC methodologies: AGILE, Scrum and Waterfall.  

• Certified Scrum Master  

• Experienced JAD (Joint Application Design) facilitator, with extensive experience in 

preparing Business requirements documents (BRD) and Use Case Specifications  

• Expertise in writing User Stories to detail the business requirements and conducting 

product backlog grooming sessions for evaluating the acceptance criteria and breaking 

down Epics to well defined user stories and facilitating the story sizing.  

• Reported weekly status of the project to senior management to keep them informed 

regarding project updates, risks, and milestones.  

• Experience in working closely with product managers and SMEs to understand & brief the 

Scope, requirements, and specifications for new applications along with Design and how 

new functions and features will be incorporated in the solution  

• Facilitated journey visualization sessions with experience leads product manager and UX/UI 

team to review/discuss wireframes and screen mock-ups  

• Experienced in documenting requirements using Unified Modelling Language (Use Case, 

Sequence and Activity Diagrams) and building business Process Flow Charts  

• Strong understanding of test plans, test cases, and defects tracking/reporting.  

• Conducted User Acceptance Testing (UAT) in agile environment and verification of 

performance, reliability, and fault tolerance issues for web-based applications.  

Technical Skills:  

Tools: Microsoft Office (Word, Excel, PowerPoint), Lotus notes, MS Outlook, MS Project, MS Visio, 

MS SharePoint, RequisitePro, JIRA, Rally, Office 365   

Platforms: MS Windows, Knowledge of Linux, AEM (Adobe Experience Manger)   

Methodologies: Waterfall, Agile Scrum, and Kanban  

Education:   

Bachelor’s in psychology (Punjab University, India)  

Professional Experience:  
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Kaiser Permanente, Oakland, CA                                                  July 2021 - Present Business Analyst  

Worked at kp.org and also with The Technology Group (TTG). At kp.org, worked on several 

projects including building end to end application for shopping, applying, and enrolling in plans 

(to replace vendor), acquisition of Group Health in Seattle, discovery, and requirements 

elicitation for several net new projects in various regions. At TTG, worked on My Doctor Online 

which is the website for The Permanente Medical Group and also worked on requirements, 

development and testing for clinician facing products.   

• Lead the requirements gathering, design, and implementation of the newly re-designed 

SSO (single sign on page) for Kaiser Members to log in to My Doctor Online 

• Working with Designers and Developers to help create a new style guide for MDO providing 

standardization across website 

• Worked with Level Access (Accessibility Vendor) to organize and facilitate ongoing 

accessibility trainings for onsite and offshore developers and testers 

• Created Vision and Scope for several new initiatives including enhancements to kp.org and 

native Flagship App across different KP regions 

• Created and maintained SharePoint website for Digital Discovery team 

• Worked with Analytics team to create Metrics Requirements for Group Health Acquisition 

and Personalization to document requirements for estimation across kp.org 

• Defined and validated User Journeys for Group Health acquisition and worked with Group 

Health stakeholders and several Product Managers to document content changes on kp.org 

to reflect acquisition regionally and nationally using scope assessment framework 

Ally Financial Inc., Detroit, MI                                                                         Jan 2018 - July 2021 

Business Analyst  

The project was focused on enhancing the SMS text messaging channel for any suspicious 

transactions to be reported as fraudulent charges. This system is in use by Ally Fraud Operations 

Department to verify with customers whether specific Debit and/or Credit card transactions are 

fraudulent. 

• Assisted PM to gather business data from various sources to perform ROI analysis to 

determine the feasibility of the projects and provide support for business decisions 

• Document technical issues thorough out the project and facilitated trouble shooting 

sessions including technical lead and other SMEs 

• Gathered detailed business requirements and effectively document them using various 

documents such as the BRD, RTM (Requirements Traceability Document), Screen Mock-Ups 

and develop detailed use cases and information flows. 
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• Worked with the UAT team to ensure Business line needs were met and delivered the final 

product satisfied the business expectations 

Express Scripts, St. Louis, MO                                                                     March 2017 - Jan 2018 

Business Analyst  

Initiated new process of discovery that was standardized across the Product Development teams, 

creating a Rapid Discovery process flow with a Vision and Scope template with guidelines and 

examples. Also included creating and maintaining Vision and Scope repository for Product 

Managers and ensured all project intakes had a Vision and Scope created and attached to it.   

• Handled Multiple Projects at a time and successfully met several intersecting deadlines to 

yield Business Deliverables 

• Reviewed existing Vision & Scope (V&S) artifacts to assess the content to quality, maturity, 

and gaps to provide an understanding to Product Management of readiness and or 

improvement needs for each V&S artifact 

• Trained Product Managers on how to write, and inform other groups on the purpose 

represented (and not represented) by this artifact 

The First Bank of Miami, Miami, FL                                                               Dec 2015 - Feb 2017 

Business Analyst  

The project was to introduce customers to bank’s new online banking system, Apollo banking.  

The project included mobile and online banking where one can easily and securely manage your 

banking needs anytime, anywhere. Ability to view account information, transfer funds, pay bills, 

deposit checks remotely using iPhone, iPad and Android app. Improvements to the current online 

bill pay system were also added. 

• Actively worked with Stakeholders including Business Subject matter Experts (SMEs), 

capturing user stories, and identifying other functional requirements 

• Performed in depth GAP analysis on the requirements, identified the gaps, and documented 

the GAP analysis reports. 

• Conducted cross channel meetings to ensure all internal groups like Security, Fraud, 

Compliance, Risk and Reporting etc. understood the requirements and the impact 

• Worked with legal and anti-money laundering teams to document the requirements 

• Actively participated and provided back up to the testing teams for the overnight release 

support (go live). Conducted UAT on various handsets and testing environments, 

maintained test logs to document bugs, defect and fixes 
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Business Analyst 2 – Faisal Maved 

Business systems analyst with 12 years of experience in supporting enterprise-level solution 

development via the top-most calibre of needs analysis, requirements definition, 

functional/technical specification, application testing, and post-implementation support. Key 

achievement: Recognized for contributing to RW's success after initiating custom software design 

that increased efficiency by 49% and cut daily operations cost by 79%. 

Work Experience 

Senior Business System Analyst                                                                                          2017 – 2022 

Growthsi, San Francisco, CA 

• Recognized for contributing to Growthsi's success after initiating custom software design 

that increased efficiency by 49% and cut daily operations cost by 79%.  

• Developed Informatica conversion scripts for Growthsi's accounting transactions, reducing 

month-end close cycle time from 2 months to a little over 5 days. 

• Streamlined all marketing functions by implementing a Sales Info System that managed 

business relationships with 2K customers, increasing monthly sales by 55% for 11 

consecutive months. 

• Managed and worked closely with various international teams including across UK, India, 

Australia. 

• Received recognition award for efficiently optimizing technology and reducing costs by 

76% while maintaining quality service simultaneously.  

Business System Analyst                                                                                                          2014 - 2017 

MSC, New Jersey   

• Managed and implemented software quality control projects for MSC’s corporate 

accounting applications. 

• Drove collaborations between MSC’s financial team and software developers to maintain 

and enhance the functionality of the Company’s financial systems, CODA, and SQL. 

• Wrote SQL scripts to gather information from testing, financial reporting and 

troubleshooting per project needs. 

• Implemented business reporting requirements in the company's databases and financial 

software system. 

Quality Assurance                                                                                                                       2010 – 2014 

Immerge LLC 

• Performed regulatory and corporate governance policy compliance analyses of loans to 

verify that assets, income, and appropriate credit paperwork were in line. 
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• Closely collaborated with Freddie Mac and Fannie Mae government representatives to 

implement Department of Veterans Affairs (VA) insurance and Wells Fargo loan insurance. 

• Underwriters, borrowers, builders, title companies, and third-party vendors worked 

together on the due diligence process. 

• Reimbursements for differences in borrowers' fees were carried out in compliance with 

business regulations. 

Education  

BBA in Finance Western Michigan University – Kalamazoo, MI 

 

Additional Skills  

CRM systems, SQL, Javascript, C#, ASP.Net, MS Office, Coda Financial, Windows, QuickBooks, iOS 

and Android, BUS, SharePoint 

Business Analyst 3 – Meghan Directo 

Skilled technical specialist with a strong track record of developing business solutions, fostering 

departmental collaboration, and managing projects with complex system design solutions. Ability 

to take the initiative and integrate business concepts effectively. comprehensive understanding 

of IT-based contexts for system development. competent project manager and trainer who has 

mastered cutting-edge technology tools and can manage several jobs at once. 

Technical Skills 

SharePoint, SQL, TSQL, PUSQL, Crystal Reports, Visual Basic, Access, Microsoft Project, TFS, Visio, 

Unix Shell scripting, HP Quality Center (ALM), Axure (wireframing), Oracle Enterprise Manager 

(OEM), SoapUI, Google Drive/Docs/Forms 

Work Experience 

Senior Business Systems Analyst                                                                                       2019 - Present 

County of Denver, Denver, CO 

• Served as primary liaison between business users and systems development and admin 

teams for troubleshooting and enhancements. 

• Deployed web services/SOAP integration of cashiering system with Parking Management 

System. 

• Converted integration of cashiering system from PeopleSoft to new Workday accounting 

system. 

• Streamlined and automated Police Department reporting and payment capabilities. 

• Documented system and business processes for Product Supports teams. 
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• SharePoint development and support. 

Senior Business Analyst                                                                                                           2015 - 2019 

Sports Authority, Englewood, CO 

• Specified multi-functional requirements for implementing credit-card tokenization, chip-

based card (EMV) security and dynamic currency conversion, winning $SOOK+ 

implementation bonus from our banking partner. 

• Partnered with Store Operations team to redesign and deploy a new cloud-based, device 

agnostic store communication tool for store staff, regional management, and 

headquarters. 

• Enhanced effectiveness of communications with and retention of Sports Authority 

customers by integrating all POS, Loyalty, Customer Service, email, etc. data into a single 

CRM that be managed by Bl tools to drive future interactions. 

Business Systems Analyst                                                                                                        2009 - 2015 

Ardent Financial, Westminster, CO 

• Served as Product Owner on Agile development team to facilitate the successful launch of 

corporation's 2nd and 3rd product lines. 

• Partnered with technical and non-technical personnel to clearly communicate business 

requirements and system design, using user stories, wireframes, flowcharts, and UML. 

• Coordinated the prioritization of development efforts and communicated task importance 

and progress, using Scrum extension to Team Foundation Server (TFS). 

Business Analyst                                                                                                                          2005-2009 

Targetjobs, Inc., Englewood, CO 

• Teamed to lead the effort to consolidate geographically- and technologically diverse 

business units into a single business, using a common service-oriented architecture (SOA). 

• Conducted live usability studies to clarify product enhancement needs that would meet 

business unit and corporate goals. 

Education  

Bachelor of Arts Degree - Major in Physics/ Chemistry - Cornell University, Ithaca, NY  

Coursework  

Oracle - Rocky Mountain Oracle Users' Group Training  

Project Management - Mountain States Employers' Council 

 

 

 

 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 47 

Data Analyst 1 – Jason Grant 

Professional Summary: 

• Responsible for collecting, preparing, and analyzing diverse data sets; and producing 

operational reports and statistics, quality control reports, and custom detailed reports and 

extracts. 

• Developed, managed, and maintained database reporting and analytics tools in Microsoft 

Access and SQL Server that support the division in accurately executing the voter registration 

and election administration duties. 

• Extensively used Excel to prep and manipulate data prior to importing into relational 

databased that we used to maintain address and voter lists in the county. 

• Used Access and SQL Server database connections to query data, join attributes, and visualize 

and present findings and outcomes. 

• Used of ArcDesktop/Pro suite, QGIS, GE Smallworld, Geoda, Tableau Desktop, Power BI, 

Google Earth Pro, SOMVIS, Gephi, and V-Analytics. 

 

Education: 

• Master of Arts Applied Geography, University of Colorado, Colorado Springs-CO, Aug 2017 - 

May 2019 

• Bachelor of Arts Economics & International Studies, University of Northern Colorado, 

Greeley-CO, Aug 2017-May 2019 

 

Skills: 

• Use of ArcDesktop/Pro suite 

• QGIS 

• GE Smallworld 

• Geoda 

• Tableau Desktop 

• Power BI 

• Google Earth Pro 

• SOMVIS  

• V-Analytics 

• Database management in PostgreSQL, SQL Server and PostGIS using SQL. 

• Geographic knowledge in projections/coordinate systems and  

• Mapping  

• GPS  

• Geoprocessing tasks with model builder 

• Python 
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Professional Experience: 

Jefferson County Government, Golden-CO            Oct 2021 - Present 

Data Analyst 

• Develop, manage, and maintain database reporting and analytics tools in Microsoft Access 

and SQL Server that support the division in accurately executing the voter registration and 

election administration duties. 

• Responsible for working with team members to understand needs and priorities, and 

developing technical implementation plans to support post-election certification, present, 

and explain elections data/reports to bipartisan panel. 

• Use of databases to create and process variety of metrics, trends and special requested 

reports for the Department and Division 

• Responsible for collecting, preparing, and analyzing diverse data sets; and producing 

operational reports and statistics, quality control reports, and custom detailed reports and 

extracts. 

• Project examples: ArcGIS for Redistricting/Reprecincting, Microsoft Access to SQL Server 

Migration, Self-Service Analytics and Reporting 

• Experience with reporting includes using Access and SQL Server database connections to 

query data, join attributes, and visualize and present findings and outcomes.  

 

Arapahoe County Government Littleton-CO     Aug 2019 – Oct 2021  

Election Mapping Coordinator 

• Manages the daily operation of maintaining the boundaries of Arapahoe County's 400+ 

special districts, school districts, and municipalities, which may include but is not limited to, 

legislative guidance, budget guidance, business process implementation, data entry, data 

analysis, voter mapping, precinct auditing, address auditing, and coordination with external 

and internal stakeholders. 

• Updates the Voter Statistical Dashboards to accurately visualize up-to-date data in Power BI 

on ArapahoeVotes.com in coordination with the GIS Administrator and the Data 

Management Administrator 

• Serves as the project manager for Re-Districting projects. 

• Technical expert of County Assessor software (Aumentum), County Recording software 

(County Fusion), County Election software (SCORE), County mapping software (ARAPA map), 

statutes, rules and regulations pertaining to updating existing County boundaries. 

• Political map subject matter expert, preparing and maintaining precinct and district maps for 

use by County, political parties, districts, and candidates. 

 

EN Engineering Englewood-CO        Dec 2018 – Aug 2019  

GIS Technician 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 49 

• Create high-quality cartographic GIS maps in ArcMap to support field personnel through 

importing and exporting Google Earth (kmz) files, geo-reference raster and vector data, 

geographic. 

• projections/transformations, feature extraction from multiple data sources including 

parcel/right-of way legal boundaries, roads, utility landmarks such as electrical/gas lines, and 

conversion into AutoCAD Civil3D 

• Process gas facility maintenance construction work orders, company number requests, and 

redline map corrections as received as well as facilitate the input of gas facility related 

documentation into GE Small world as requested. 

• Perform new land plat/parcel data placement and digitization in GE Small world.  

• Maintain current GIS and AutoCAD land base data by performing land base data corrections, 

field verification coordination, land polygon updates, and parcel data maintenance as 

needed.  

• Working with internal and external clients in the acquisition of land data. 

  

University of Colorado, Colorado Springs-CO                     Jun 2018 - Aug 2018  

GIS Research Assistant 

• Data mining in city or county administrative databases of property ownerships from warranty 

deed documentation to prepare for geocoding and spatial join within census tracts or parcel 

divisions. 

• Data maintenance, clean-up, and preparation through Excel 

• Create maps to express GIS features using cartographic techniques. 

• Conduct basic GIS analysis to examine the locations, attributes, and relationships of features 

of spatial data through overlay and other analytical techniques available through ArcToolbox. 

• Create data visualization for presentation with Tableau. 

• Write summarized reports and communicate results and implications among faculty 

committee. 

 

Data Analyst 2 – Karen K. Maloof  

Business /data Analyst over two years of experience of analysing business requirement in domain 

like Retail. Good knowledge of SDLC methodologies: Waterfall, Agile Scrum. Better 

understanding of SDLC phases: Planning, Designing, Development, Testing and implementation. 

Excellent in understanding the business model and requirements gathering and doing analysis. 

Excellent in analysing the current operation, making recommendation and improve business 

processes. Good understanding of RDBMS systems MYSQL and data warehouse. Good knowledge 

of data modelling, databases, and data handling concepts and implementation. Expert in handing 

the data and performing analytical skills. Analysing the pattern in the data and translating that 
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into information using Tableau and Excel. Experience in data cleaning and data blending 

methods. Expertise on Microsoft Excel to manipulate very large datasets to analyse and create 

business insights. Experience on MS Excel with emphasis on various data analytics features such 

as VLOOKUP, pivot tables, graphs, various charts. Executing the various SQL Queries to retrieve 

the data from database. Good understanding of statistical models such as trend lines and 

forecasting. Experienced in creating user-friendly reports and dynamic dashboards using Tableau. 

Good understanding on prioritizes the task and assignment. Good in documentation, training and 

deployment operations and tools. Effectively coordinated with the Onsite and Offsite teams 

during the projects. Highly motivated team player with excellent communication, presentation, 

and interpersonal skills, always willing to work in challenging environment. 

 

Technical Skills: 

OS Windows, Mac iOS, Linux Databases MySQL, Tera Data Languages HTML, CSS, SQL Project 

Management Tools MS Project, JIRA Modelling Tools MS Visio, Lucid Chart, Just in Mind 

Applications/ Other Tools Share point, Tableau, Toad, Advance Excel, MS Office, Quick Book 

Education:  

MBA in Management Information System, 2018 Oakland, CA 

Professional Experience: 

Parker Hannifin Corp. Fremont CA                                                                         Aug 2018 to Jan 2019  

Data Analyst 

Working closely with Analytics team on building up a best Supply chain analytics from large, 

disparate datasets for critical business decisions. Develops and maintains Data Analysis Scripts 

and maintains automation scripts where applicable to pull the raw data from different data 

sources and creating vitalization using excel and Tableau. 

• Inventory records and sales data consolidation from various data base sources. 

• Maintaining data warehouse as a separate source to keep the data at a centralized platform. 

• Analysis of the data to gain insight on the data to see revenue and Inventory information. 

• Presenting the report to the managerial people to provide insights on the data that helps in 

decision making process. 

• Created dashboards for strategic business areas to monitor progress and performance using 

tableau. 

• Created reports in excel by leveraging various features such as VLOOKUP, pivot tables and 

charts; Performed data cleaning based on imputation methods. 

• Designed, built, and delivered new reports, measures, and KPIs for various projects. 
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• Created Excel spreadsheets that redefined product sales monthly and Quarter basis. 

• Process Supplier POs to always have sufficient inventory available. 

• Responsible for the implementation of a procure to pay purchasing system and maintained 

procedures, internal control, and policies to ensure compliance. 

Dimco Apparel Inc. Hayward, CA                                                                    Jan 2017 - Feb 2018 

Business Analyst 

• Direct support, presentation lead to the director and manager of the affiliate marketing 

initiative. 

• Analyses sales activities, Marketing campaigns, Customer, and competitors of retail channels. 

• Created data visualizations and market reports on business and market trends for business 

decision-making purposes using and extracting data from SAP to spread sheets. 

• Prioritize requirements and create mock-ups in photoshop. 

• Prepared all shipping documents for the warehouse personnel (BOL, Shipping Label etc.). 

• Handling merchandise and supplies in a timely and organized manner. 

• Identified discrepancies between purchase orders and materials received; interacted with 

purchasing department, material planners, and account representatives. 

• Maintained effective business relationships with customers, both internal and external 

• Worked directly with the production team ensuring correct product is scheduled to meet the 

customer's needs. 

• Managed the Supply/Order areas in the transition into SAP. 

• Investigated/identified problematic areas, developed solutions, prepared reports, and made 

recommendations to management. 

Sea Road Transportation Inc. Oakland, CA                                              Feb 2016 – Oct 2016 

Operation Manager 

• Activities related to dispatching, routing, and tracking transportation vehicles. 

• Plan, organize and manage the work of subordinate staff. 

• Resolve customer or shipper complaints. 

• Plans delivery by organizing truck loads and routing schedules. 

• Ensure carrier compliance with company policies or procedures for product transit. 

Data Analyst 3 – Jiya Nagpurwala 

Summary: 

• More than seven years of experience of data reporting, analysis and working with cross 

functional teams in a collaborative environment. 
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• Developing and maintaining business reports including ad hoc reporting, trending, and 

analysis. 

• Experience with data visualization and dashboard creation. 

• Advanced knowledge of MS Excel including Pivot Tables, VLOOKUP’s, complex formulas, and 

VBA macros. 

• Strong experience of creating tables, queries, forms report and writing VBA code. 

• Build relational databases, SQL queries, and views. 

• Highly passionate working with large sets of data, very meticulous and detail oriented. 

• Strong organization and communication skills and ability to work in rapidly changing 

environment. 

Skills:  

Reporting & Data Analysis: Microsoft Excel, G Suite, Salesforce.com, Tableau, Business objects, 

Crystal Reports, and Minitab  

Database:  MS Access, MS SQL Server, and Oracle  

Other: Executive level Power point presentations 

 

Education: 

• MS Chemistry, Gujarat University, Ahmedabad, India 

• Microsoft Certified for MS Access and Visual Basic Programming 

• Relational Database Concepts and Design, UCSC Extension, Santa Clara, CA 

 

Professional Experience: 

Google – Sunnyvale / Irvine, CA                                                                  January 2018 - April 2019 

Data Analyst 

• Analyzed and monitored Google Technology partner ecosystem growth from onboarding new 

members till conversion into fully contracted partnership. 

• Provided monthly member and partner ecosystem metrics as well as Partner benefit program 

metrics to senior leadership. 

• Created tool in G Sheet to profile member and partner added monthly by pulling data from 

SFDC and on boarding data system. 

Lumentum – Milpitas, CA                                                                            January 2017 - July 2017 

Data Analyst 

• Automated the process of generating Product Quality Metrics reports in MS Excel by writing 

macros and formulas. 



                                 Response to CRFQ 0705 LOT2400000011 

State of West Virginia Purchasing Department 

                                                     Prequalification Agreements IT Temp Staffing 

                 Copyright ©2024 Net2Source US HQ: 270 Davidson Ave Suite 704 Somerset, NJ 08873                                 53 

• Created reporting tool in MS Access to dynamically produce Return Rate and Defect rate 

reports for selected products, fab and/or end customers. 

• Provided Return and defect rate dashboard in Tableau by creating calculated fields, charts, 

and tables; Created tool in MS Excel to summarized BOS data from Agile for Compliance 

reporting and for reviewer selections for ECO Document Control team. 

 

Pacific Gas and Electricity – San Ramon, CA                                      August 2016 - September 2016 

Business Analyst (Consultant) 

• Collected gas operations pipeline data from various sources in MS excel workbook, created 

pivot tables, and wrote macros for verifying operating gas pressure listed in the data is within 

the operational limits based on pipeline features, class location. 

• Provided gas operations pipeline data analysis and report to the Issue Resolution team for 

correcting issues found in the analysis. 

Hewlett Packard Enterprise – Sunnyvale, CA                                               July 2015 - May 2016 

Business Data Analyst (Consultant) 

• Monitored Worldwide Sales Operations KPI metrics and provided analytics weekly to senior 

leadership including but not limited to updated forecasts, Pipeline health status report, deal 

size, customer segmentation and numerous other insightful business analyses to make key 

decisions. 

• Extracted and compiled data from multiple instances of SFDC and provided consolidated 

bookings and forecast reporting to the Global Sales Operation team. 

• Worked with cross functional teams - Integration and GO To Market team, as well as with 

regional sales teams and presented weekly updates on the sales numbers. 

• Generated Historical bookings report and provided quota deployment support. 

• Played key role in developing and aggregating key stats and analyses for Quarterly Business 

review summary slides for Executive presentations. 

NetApp – Sunnyvale, CA                                                                                December 2014 - April 2015 

Data Reporting Analyst (Consultant) 

• Provided weekly insight to CTO and other senior executives on the Applications and 

infrastructure (Storage, Network and Compute) systems planned and unplanned downtime. 

Published reports and dashboard with narratives and trending charts 

• Tracked the Incident Management performance and provided insight to improve the 

Response and Resolution time of incidents and service request cases. 

• Provided insight to improve vendor ticket management service by performing aging and 

backlog analysis for the tickets open by NetApp. 
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Database Administrator 1 – Endale Haile 

Insightful and reliable IT Professional with 4+ years of experience in software Testing, database 

Management, server administration, writing T-SQL queries, software development, 

troubleshooting and problem-solving skills. Excel at interpersonal communication and 

organizational skills. Able to maintain productive relationships by working effectively with team 

members at all levels. Self-motivated, results oriented with ability to adapt to new environments 

and learn new skills quickly. 

Technical Skills: 

Scripting tools: Java, SQL, UNIX, shell scripting, peri scripting, VB script, System UNIX, Linux, and 

Windows.   

Database Tools: SQL Server Management Studio, Business Intelligence Development Studio 

(BIDS), Index Tuning Wizard, SQLCMD, SQL Server Configuration manager and Service manager.  

Data Modeling: Toad for SQL Server, SSDD (SQL Server Database Diagram)  

Programming/Scripting: T-SQL, Stored Procedures, Trigger, Functions, Java, C++  

Operating Systems: Windows Server 2008R2, 2008, 2003, Windows 2000 server, Windows 7, 

Professional, Windows XP Professional, NT 4.0, Linux, Mac OS X.  

Hardware: SAN, NAS, RAID, Rack Space, adding RAM/Disks, setting up network printers/scanners, 

modems etc.  

Others: High-level of proficiency with QC and UFT toolsets and foundation. 

Education: 

• BSC in Mechanical Engineering, Addis Ababa University – Addis Ababa, Ethiopia 

• BSC in information Technology, Addis Ababa University, --Addis Ababa, Ethiopia 

Professional Experience: 

IT Strategies International Corp, Las Vegas, NV                                                Oct 2017 - Mar 2018 

SQL Database administrator 

• Managing Database Servers (activities, Error Log, space usage) in Development, Test, and 

Production environment 

• Managing Application/Web Server (IIS 5.0, 6.0,6.5, 7.0, 7.5) 

• Installed, Configured, and Managed SQL Server 2008 R2, 2005 &2000 in development, test, 

and production environment. 

• Installed, Configured and Maintained Database Mirroring using automatic fail-over and 

failover clustering using SQL server 2005 option. 

• Database Migration (development, testing and production environment) 
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• Configured Log Shipping as Standby database for Reporting purposes and Replications 

(Transactional) from Production database. 

• Developed, Deployed, and Managed Reports, and report security using BIDS (Business 

Development Studio), and Report Builder 3.0 & 2.0 

• Worked on more than 10 data modeling projects and generated entity relationship (E-R) using 

Erwin, Quest Data Modeler, Visio, SQL server data diagram. 

• Applied SP (Service Pack) on SQL Server (2000, 2005, 2008) and Windows Server (2008, 2003, 

2000) 

• Applied HOT Fixes on SQL Server (2000, 2005, 2008) and Windows Server (2008, 2003, 2000) 

• Solid experience on database Monitoring and Performance tuning 

• Monitored SQL Server Error Log, space usage, Events, Jobs, customer complaints, Daily 

routine works. 

Human First Consulting Pvt. Ltd, Addis Ababa, Ethiopia                                       Feb 2014 –Jan 2015 

Database Administrator 

• Installed SQL Servers, applied service packs and security fix, & managing access to SQL user 

roles. 

• Responsible for database capacity planning and advise the system engineers for future 

hardware requirements. 

• Experience in creating database objects, SQL Scripts and scheduled to run on servers for index 

maintenance. 

• Worked with the SQL Developers to create a new database design acquired the business 

information from Business analysts, incorporate those information in the database design. 

• Experience in using SQL server profiler, query performance tuning adviser and validate some 

of the existing schema. 

• Created the backup strategy for production, test and development servers and implemented 

them. 

• Installed and maintained Log shipping environment for backup, data base mirroring, and 

transactional replication purpose in production environment. 

• Performed trouble shooting on SQL related issues with remote data centers and ticketing 

system. 

• Environment: Microsoft SQL-Server, Windows Server, MS Visio, MS Access, T-SQL, SQL-

Profiler 

NA metal industries and Engineering PLC, Addis Ababa, Ethiopia                   May 2011 – Dec 2013 

SQL Server DBA 

• Installed and configured SQL Server 2008 and performed data migration from SQL Server 

2005 to SQL Server 2008 through attach/detach and backup/restore method. 
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• Configured fault tolerance (FT) for mission critical Virtual Machines Configured and Managed 

VMWare cluster with HA and DRS. 

• Configured and Managed resource pools and VAPPS for Virtual Machines. 

• Used Virtual center server for HA, DRS and VMotion and cold migration Build, install, 

configure, and maintain VMware products including ESXi servers and clusters. Provide 

advanced troubleshooting and problem resolution of the entire virtualized environment. 

• Proactively did large cluster administration with VMware enterprise infrastructure. Updating 

service account passwords. 

• Assisted team with converting from Windows-based to Chromebook-based learning 

environments. Including inventory overhauls and ensuring technician readiness. Installed, 

configured, and managing network file servers, print servers and maintaining various logs. 
 

Wells Fargo, San Francisco, California     Oct 2015 – Dec 2017 

System Administrator - VMware/Windows 
 

Responsibilities: 

• Migrated and Managed VMware Esxi – 4.1, 5.0 and 5.1, Worked on VMware capacity 

planner.  

• Performed tons of V2V Migration., Created clones and templates of Virtual Machines. 

• Deploying VMs Through OVF Templates, Created & Troubleshot Virtual Networks and 

vSwitches. 

• Worked on Migration concepts like vMotion and cold migration and remediate. 

• Performed installation, configuration and maintenance of 32-bit and 64-bit wintel Windows 

2003 servers and Windows 2008 servers. 

• Configured NetBackup Client thorough planning was done for downtime, knowing each 

server usage & their placement in Data center. 

• Creating Data centres in the vSphere Web client and adding the Hosts to the Data center.  

• Configuring the Host profiles and remediate. Setting up the VLANS for each and individual 

VMs.  

• Hands Experience on UCS –Configuring VSwitch1 and editing configurations of VMX file –

Type delay.  

• Worked with Physical or Virtual Servers were replicated by Continuous Data Protection 

(CDP) technology from Primary site to Disaster Recovery (DR) site. Data Center 

Management, Capacity planning and management.  

• Hands on experience on Automation and deployment of all virtual machines using PowerCLI. 

• Handled the VMware solutions to support multiple storage connectivity options such as FC-

SAN, iSCSI, NFS (NAS) and internal storage. 
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• Responsible for configuring Protection Plan & initiating Protection Installed and upgraded 

VMware vSphere.  

• VMware ESX/ESXi Host Server Installation, Configuration & Maintenance. Design and 

Implementation of migration strategy for consolidating Data Centres from around the world 

to centralized locations in US which involves numerous servers of various LINUX versions.  

• Responsible to maintain cluster servers and ensure the load balancing among the nodes. 

• Configuring High Availability (HA), Distributed Resource Scheduler (DRS) and vNetwork 

Distributed Switch (VDS). 

• Configured VMware HA, VMware DRS in acquiring higher efficiency for VMware 

Infrastructure. 

• Creating and managing Virtual Machines and Templates, worked with clones and snapshots 

of Virtual Machines. 

• Administering, troubleshooting, and automating vSphere ESXi using Power CLI. 

• Installing, configuring, and managing the wintel windows and Linux servers. 

• Patching and upgrading Esx4.x to Esx5.x through VMware update manager. 

• Conversion of Servers from Physical to Virtual (P2V) and Virtual to Virtual (V2V) using 

VMware convertor tool. 

• Provided day to day and on-call second level support to the POS Helpdesk of hardware, 

software, e-mail, LAN, and WAN 

• Strong Knowledge in creating various objects like User Accounts, Computer Accounts, Clean-

up, and Auto logon accounts. 

• Assigning folder permissions to the users by gathering approval from the group owners.  

• Efficiently created and managed various Groups (Domain Local and Global Security). 

• Raised tickets for any issues discovered during validation. Use command line to check 

whether we can connect to member servers or not.  

• Troubleshooting UCS hardware if the Hosts are disconnected in the Vcenter.  

• Design, Installation and configuring of new vSphere 4/5 ESXi servers for the P2V candidates 

on UCS Cisco C240 M3 Rack Server.  

• Installed Management Server (vCenter Server) instances to enable centralized management 

of multiple ESXi hosts. 
 

Sonic Automotive, Charlotte, NC      Jul 2013 – Sep 2015 

Windows/Unix/VMware Admin 

 
Responsibilities: 

• Troubleshoot and repair monitors and POS systems. Database administration of SQL servers. 
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• First level trouble shooting of the IT infrastructure Hardware devices. Upgraded VMware ESX 

3.5 infrastructure to vSphere 4.1 and vcenter 4.1. Created virtual machine templates & 

configured sysprep files for customizing operating system deployment. 

• Configured and managed security permissions in virtual center management for access to 

virtual machines. 

• Performed physical to virtual (P2V) and virtual to virtual (V2V) migrations using VMware 

converter. 

• Installation of patches and driver updates on Microsoft windows servers and VMware ESX 

hosts. 

• Installed and configured Netbackup and Networker BAC software on servers. 

• Wrote knowledgebase documents for incident and support cases. Troubleshooting 

performance issues on physical and virtual machines 

• Performed installation, configuration and maintenance of 32-bit and 64-bit wintel Windows 

2003 servers and 64-bit Windows 2008 servers. 

• Provided technical support, administration and troubleshooting of Microsoft Windows 2003 

& Windows 2008 cluster servers. 

• Installation, administration and troubleshooting Active Directory DC's, DNS, DHCP, WINS and 

DFS issues. 

• Performed installation, configuration, administration and troubleshooting on VMware ESX 

3.5 & 4.1 environments including support for Virtual Center management, DRS, HA & 

vMotion. 

• Effective provisioning, installation/configuration, operation, and maintenance of Windows 

Serves, VMware servers, systems hardware and software and related infrastructure. 

Manages AD, DNS, DHCP, IIS and file servers. Implementation and up gradation of VMware 

infrastructure. 

• Utilized VMware to build networking & server lab environment that streamlined server OS / 

application deployments, increased system uptime, and improved reliability. Server building 

and decommissioning Via ILO/RILO and Disk and File systems administration 

• Troubleshooting hardware & software issues; Resource Utilization Analysis & Management. 

• Making sure storage and networking infrastructure met virtual infrastructure specifications. 

• Worked in a server team providing support for physical & virtual servers.  

• Responsible for support for all server related issues. System builds, upgrades, migrations, 

code deployments and patch management. 

• Administered change management related to server upgrades and software installation. 

• Prepared and maintained documentation of technologies, standards, and procedures. 

• End to End patching of MS servers. Responsible for deploying, managing, and maintaining 

HP ProLiant BL-series C-class blade servers and DL-series servers. 
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Systems Administrator 3 – Hesham G. Hafez 

Summary: 

Over 15 years of technology experience with a strong customer focus and a desire to provide 

outstanding service. An excellent ability to analyze, troubleshoot and resolve client connectivity. 

Proven ability to set and meet deadlines, manage multiple projects and tasks concurrently. 

Career Highlights: 

• Work effectively as a team player, team leader or individual and interact with clients daily. 

• Extensive Windows Server configuration/administration with security hardening and 

integration. 

• Strong knowledge of Active Directory and Virtualization technologies and E-commerce 

Infrastructure, web-based technologies, and customer data applications. 

• Experienced in Enterprise level environments, large Network Operations Centres with strong 

troubleshooting skills utilizing network monitoring tools. 

• Excellent understanding of Information Technology Security. 

• Solid understanding of IT Governance Compliance, processes, and procedures. 

• Automate manual tasks utilizing and modifying scripts in PowerShell or BladeLogic. 

Technical Acumen: 

Security: Symantec CSP, Symantec Endpoint Protection, OS Hardening and WSUS Patch 

Management, Tenable vulnerability Application Security Auditing and scanning, monitoring. 

Virtualization: VMWare ESXi, vSphere, MS. Virtual Machine Manager, Hyper-V, Platespin Power 

Convert. VMWare converter. 

OS: Windows Server 2019, 2016, 2012R2, 2008 R2, 2003, Windows Terminal Services with Citrix 

Meta Frame MCP ID is [457566] 

Back Office: Office365, SCCM, Active Directory, Group Policy, DNS, DHCP, IIS, Exchange Server, 

High Availability/Clustering, and Performance tuning and testing. 

 

Professional Experience: 

Yale New Haven Health – New Haven, CT.                                                February 2021 – Present 

System Administrator 

• Consulting assignment providing Windows Systems and Linux Administration, Microsoft 

Windows Server OS 2012 - 2019, VMware vSphere V-SAN VxRail, Active Directory, Azure AD, 

DNS, DHCP, GPO, patching via WSUS. 
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• Team member on integration of applications with Okta simplifying SSO for many SSO 

enabled applications now deploying corporate wide. 

• Performed capacity planning to address growing data storage needs. 

• Accountable for maintaining server and security configurations in compliance with 

established best practices and established baseline configurations. 

• Administer Okta Active Directory Synchronization with our on premises Active Directory (AD 

DS). Creating new users and synchronizing them through Okta which synchronizes with 

Office 365 and Salesforce.  

• Configure the Okta Multifactor Authorization for users’ Mobile phones. 

• Identity and Access Management (IAM) creating new users in Active directory using 

Managed Engines integrated Active Directory Tool. 

• Backup/Restore solutions: Dell Data Domain, GRC Commvault and Dell Networker Dell 

Power Protect Cyber Recovery with integrated CyberSense. 

Leukemia & Lymphoma Society- Rye Brook, NY.                                December 2019 - July 2020 

Sr. Systems Engineer 

• Ensured the stability and efficient operation of LLS back-office systems that support core 

organizational functions on-prem and cloud. Achieved by monitoring, maintaining, 

supporting, and optimizing all Windows O/S, to maximize systems availability, security, and 

performance. 

• SAN specific storage network design and implementation (FCoE, iSCSI, FC, Storage Spaces, 

vSAN) 

• Supporting Amazon Web Services (AWS) environment deploying new EC2 instances, 

attaching EBS file systems to EC2s and creating S3 bucket. 

• Introduced to Microsoft Azure environment due to several corporate acquisitions. Deployed 

Windows servers and added portal to integrate SPLUNK logging with SSO/Okta. 

• Supporting O365, VMware, Active Directory, GPO, WSUS, Okta dual factor, SolarWinds 

monitoring. 

• Enabled and configured DHCP scopes thru out the 80+ regional chapter offices. 

• Configured WSUS to automate patch management of all servers in a dev, QA, production 

sequence. 

• Created SolarWinds dashboards and alerts to monitor critical systems and thresholds. 

Janus Associates – Stamford, CT.                                                                      July 2018- June 2019 

Technical Solutions Engineer 

• Supported all IT infrastructure: VMware ESX, Active Directory, Exchange 2013, Office 365, 

Skype, Duo dual factor, Palo Alto firewalls. Assisted the Solar Winds infrastructure and 

provided patch management, security consulting services to Governmental clients. 
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The Royal Bank of Scotland (RBS) – Stamford, CT                                       April 2015 – April 2018 

Windows Systems Engineer 

• Managed VMWare ESX hosts. Exchange 2010 infrastructure, Lync, Iron mail, GOOD & 

BlackBerry. 

• Deployed O/S security patches, software updates utilizing SCCM, greatly reducing our 

outstanding vulnerabilities by targeting high impact deployments. 

• Created and deployed packages, applications and tool sets utilizing SCCM. 

• Managed all internal DNS and DHCP scopes utilizing Infoblox one grid appliances. 

• Trained and integrated new Managed Service resources to maintain high level of service to 

customers. 

• Worked collaboratively to provide Level 1 and 2 end user support in addition to managing 

Level 3. 

• Managed mobile applications, providing support for handheld devices. 

• Completed disaster recovery exercises twice annually. 

NASDAQ OMX- Shelton, CT                                                                           August 2013 – April 2015 

Windows Systems Engineer Consultant  

• Updated domains and domain controllers to Win2012R2 including Schema updates. 

• Supported and rolled out new VMware ESX servers and Microsoft Hyper-V servers in support 

of the Global virtualization infrastructure. 

• Migrated hundreds of Windows 2003 servers to 2008R2 and 2012R2 

• Applied and packaged O/S deployments creating VMware templates and ISO’s 

• Deployed a standard software stack using Enterprise deployment application (BladeLogic). 

• Worked with application teams, vendors on O/S dependencies for successful integration. 

• Built and migrated servers to Amazon Cloud Web services (AWS). 

• Successfully closed an Active Directory Security Audit. 

• Developed and implemented a plan to remediate the risks highlighted by an audit finding 

within Active Directory, its boundaries, Domain Controller security, Active Directory 

management, Configuration and Policy Compliance. 

Education:  

• Pace University - School of Computer Science and Information Systems - White Plains, NY 

• Master of Science (M.S.) Telecommunications 

• Western Connecticut State University – Ancell School of Business - Danbury, CT 

• Management Information Systems (B.B.A.) 
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Technical Writer 1 – Debra Eskinazi Stockdale 

Experience Summary 

Writer with more than 8 years of experience including authoring technical documentation, job 

aids, and FAQs. Working knowledge of APIs. Self-taught in open-source technology. Skilled in 

research and elicitation. Fearless about installing, using, and testing complex products. 

Skills: 

• Experienced with project communications, UI copywriting, end user documentation, and 

marketing collateral authoring.  

• Solid writing and editing skills, flexes to any style guide.  

• Clear and concise communication that enhances users’ experience.  

• Adept and learning new technologies.  

• Collaborates with software engineers, designers, researchers, and product managers in a 

fast-paced environment.  

• Organized and focused, with a professional yet easygoing demeanor  

• Performs well with cross-functional teams and competing priorities.  

• Expert interviewer and researcher  

Technical Tools 

• Proficient with MS Office Suite, Mac OSX, Adobe Pro, G Suite, HTML, CSS, LMS, SABA, CA 

Service Desk, SharePoint, BLOX CMS, CrownPeak, WordPress, SnagIt, Trello, Slack, Asana, 

Kanban Flow, readme.io,  

• Familiar with JavaScript, JSON, REST, Oxygen, DITA XML and single-sourced publishing, 

Markdown, Python,  

• Atlassian’s Jira and Confluence as well as development tools including Git, Visual Studio, and 

Sublime Text.  

Education 

Bachelor of Arts, Political Science, San Jose State University, San Jose, California 

Experience 

Technical Writer                                                                                                                      03/19 – Present  

Trilyon Services 

• Refined DITA-based documentation for Webex analytics purposes. Content geared toward 

administrators.  
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Associate Trainer/Technical Writing                                                                             12/14 – 02/19  

Learning & Employee Development, County of Santa Clara 

Worked with software engineers and business analysts to build logic for new software, which 

revolutionized a $1 million education fund serving more than 16,000 employees in 27 user groups  

• Authored and designed job aids, presentations, guides, and manuals for employee 

education  

• Consulted SMEs, conducted testing, and translated complex technical information into 

easy-to- understand language  

Marketing and Documentation Creator/Training Coordinator                                     12/12 – 12/14  

Learning & Employee Development, County of Santa Clara 

Drafted web content, quick reference guides, supplemental materials, and end-user guidelines  

• Designed job aids, presentations, and marketing materials for employee development  

• Developed and presented content for education reimbursement programs  

Technical Writer 2 – Jeffrey Brinley 

Summary:  

Experienced Professional with experience and training. Recognized as an innovative, motivated, 

and detail-oriented individual with excellent communication and technical skills. 

Education:  

Sawyer College, San Jose, CA                                                                                                       9/95 - 7/97  

Bachelor of Journalism  

Arizona St. University, Tempe, AZ                                                                                              8/99 - 9/00  

Configuration Management 

Employment History: 

Technical Writer (Contractor)                                                                   August 2017 - February 2018  

Tata Consultancy Services, Phoenix, AZ 

• Created User Software Simulations using Adobe Captivate for the Cloud Based 

Unemployment Insurance System or the State of Wyoming.  

• Created User Guide for the Cloud Based Unemployment Insurance System for the State of 

Wyoming.  

Technical Writer (Contractor)                                                                        March 2017 - August 2017  

Mitel, Mesa, AZ 

• Create HIPAA compliant Business Continuity Plan Manual (Disaster Recovery Plan).  
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• Create HIPAA compliant Cloud based Global Monitoring and Reporting Manual.  

Technical Writer (Contractor)                                                                               July 2016 - March 2017  

First American Title Insurance Company, Scottsdale, AZ 

• Worked with the Project Optimization Team to conduct a project to produce or alter 

existing First American Title Insurance Company to be used by First Canadian Title.  

• Created new documentation templates to be used for financial First Canadian Title 

documents.  

• Used project SharePoint site for tracking, approvals and maintaining of completed financial 

documentation.  

• Documented Data Mapping process for data sources between United States and Canada 

facilities.  

Technical Writer                                                                                                December 2015 - July 2016  

Honor Health, Phoenix AZ 

• Updated the Field Service trouble shooting software and hardware procedure documents.  

• Maintained the Integrated Technology Department SharePoint Repository.  

• Documented ITIL alignment of IT services with Honor Health business functions.  

• Documented Data Element Mapping Process.  

Technical Writer (Contractor)                                                                       June 2015 - December 2015  

American Express, Phoenix, AZ 

• Documented ITIL Security Processes and Procedures, for the Information Technology 

Security Group; Created Coric Client Communications and Reporting Application User's 

Guide.  

• Created Merchant Class, Domestic and Worldwide Industry Code System Data Mapping 

Master Matrix.  

• Documented the Lotus Notes based Information Technology Service Request (Ticket) 

System.  

Document Control Specialist                                                                                   May 2013 - June 2015  

Vitron Manufacturing, Phoenix AZ 

• Create and maintain Bill of Materials and Work Instructions for Manufacturing and 

Assembly areas.  

• Maintained all project drawings and electronic drawing library for Manufacturing and 

Assembly Areas.  

• Developed and implemented Video Capture of Manufacturing Processes and Standard 

Operating Procedures.  

• Created Manufacturing Processes and Standard Operating Procedures Video Library.  
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Technical Writer 3 – Tim Sammon 

Professional Summary  

• Superior writing and editing skills  

• Experienced in all phases of documentation development for print and electronic 

distribution  

• Familiarity with Agile development/SCRUM  

• Understanding of clinical and production pharmaceutical/medical devices workflows  

• Commitment to process, standards, consistency; Knowledgeable of trends and best 

practices  

• Familiarity with regulatory compliance requirements (FDA, SEC, CPUC, HIPAA)  

 

Technical Skills  

• Microsoft Office, Word, PowerPoint, Visio, Project, SharePoint  

• Adobe Creative Suite: Acrobat, Photoshop, Illustrator, FrameMaker, RoboHelp  

• Google Docs, Documentum, HTML, CSS, XML, Markdown  

• Microsoft Office 2016 suite: Word, Excel, PowerPoint, Visio, Project, SharePoint  

• Adobe CS6: Photoshop, Illustrator, Captivate; FrameMaker, Acrobat  

• TechSmith Camtastia; Sony Sound Forge; SONAR X1  

Education  

• BA Technical and Professional Writing, San Francisco State University  

• BA International Relations, San Francisco State University  

Professional Experience 

San Francisco, CA: Technical Writer                                                                               10/2017–Present  

Freelance/Self Employed 

• Documentation, media, and other projects for various clients including Gamma 

International Services (GIS), United Stated Geological Survey (USGS), Piper Jaffray, San 

Francisco Municipal Transit Agency (SFMTA). Deliverables included HIPAA/OSHA 

documentation kits, traffic safety improvement proposal. Professional 

development/training including programming/coding fundamentals (JavaScript), XML, 

cloud computing concepts.  

Grifols Diagnostics Solutions Emeryville, CA                                                              9/2016–4/2017  

Technical Writer 
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• Revised and rebranded manufacturer-supplied documents in support of the US rollout of 

the HELIOS IFA (immunofluorescence assay) processor system. Working closely with a 

cross-functional global team, managed multiple document workflows in Documentum 

Compliance Manager (DCM), facilitating progress from review to release. Tracked and 

reported on document metrics and status. Contributed to department-specific SOPs, 

templates, and style guide, providing input on process improvement.  

St. Jude Medical (Thoratec) Pleasanton, CA                                                                   10/2015–2/2016  

Technical Writer 

• Managed all product documentation in support of the HeartMate 2 left ventricular assist 

device. Worked with product managers and Regulatory to produce documentation 

according to FDA and EMA requirements. Documents included Patient Handbook, Clinician 

Reference Manual, and other patient-support documents as needed. Contributed 

improvements to the editorial style guide and documentation process workflows.  

Berkshire Hathaway Homestate Companies San Francisco, CA                               3/2014–3/2015  

Technical Writer 

• As a contractor working with the Business Systems Unit of IT, supported proprietary 

insurance software used by business clients throughout the company. Developed and 

documented a streamlined document development process based on industry best 

practices, integrating Adobe RoboHelp and Microsoft Word. 

Roche / Genentech S. San Francisco, CA                                                                          5/2012–3/2014 

Technical Writer 

• Working with senior managers of the European Capital Projects group, managed language, 

distance, and extreme time challenges to complete a 15-page submission to the 

International Society for Pharmaceutical Engineering for "Facility of the Year Award" 

consideration. Our facility won the award.  

• • Contributed to rollout and support of a new SharePoint installation. Managed new site 

design and setup and provided customer training. Wrote various support documents: quick 

starts, user guides, technical reference.  

• • As part of a consultant team, developed custom GAMP5 document templates for R&D 

Engineering Automation. After taxonomy and content analysis of existing documentation, 

wrote baseline modular content, and designed automated, form-based templates, saving 

time, and minimizing risk of errors.  

• • Managed multiple documentation sets in support of GMP pharmaceutical campaigns. 

Working with scientists and Quality Systems, managed content in DMS/change-control 

systems to ensure correct, revision-traceable, documents compliant with 21 CFR 11. Led 

website and style guide workgroups.  
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Appendices 
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