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Proc Folder :

Solicitation Description :

Proc Type :

Date issued Solicitation Closes Solicitation Response Version

Solicitation Response

Purchasing Division
2019 Washington Street East

Charleston, WV 25305-0130
Post Office Box 50130

State of West Virginia

315332

Addendum No.01 - Project Management

Central Purchase Order

2017-05-11

13:30:00

SR 0323 ESR05101700000005504 1

 VENDOR

VS0000009860

Smart Shared Services, LLC

Fenwick Technologies

Comments:

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

Solicitation Number: CRFQ 0323 WWV1700000005

$229,400.00 2017-05-10 16:33:27

FOR INFORMATION CONTACT THE BUYER

Signature on File FEIN # DATE

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

FORM ID : WV-PRC-SR-001

Brittany E Ingraham

(304) 558-2157
brittany.e.ingraham@wv.gov



Page : 2

 Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount

Comm Code Manufacturer Specification Model #

Extended Description :

1 Project Management $229,400.00

80000000

Please see Exhibit A Pricing Page. Vendor must submit pricing page with their submitted bid response.













EXHIBIT A- Pricing Page for Project Management - Smart Shared Services

 - Aimee Browning

Item Spec. Description 
Unit of 

Measure
Unit Cost

*Required 

Hours per Year
Extended Cost

1 4.1 Project Manager Year 1 Per Hour $62.00 1850 $114,700.00

2 4.1 Project Manager Year 2 Per Hour $62.00 1850 $114,700.00

$229,400.00Total Bid Amount
*Required hours: The Project Manager shall not work more than a maximum of 1,850 hours per year.  Actual hours worked will vary per 

week or month.
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Aimee Browning Resume  Smart Shared Services, LLC 

Smart 
Shared Services 

PO Box 7318 

Charleston WV 25356 

PH 855-807-6278 

Fax 888-680-6555 
 

AIMEE BROWNING 

IT Applications Project Manager 

 
SUMMARY OF QUALIFICATIONS 
 

 5+ years of project management experience with employer benefits related services and vendors.  
Demonstrated track record of successfully managing small to large projects from start to finish.   

 Experience managing multiple projects that consolidated many platforms into a single upgraded and 
consolidated platform 

 Articulate and persuasive communicator; at ease communicating with clients, team members and 
management. 

 A highly motivated and energetic professional, dedicated to understanding and meeting client needs.  
Knowledgeable in project management tools, processes and techniques. 

 Exceptional focus, follow-through, and coordination skills.  Proven ability to develop and manage project 
schedules and known for working well with cross-functional teams to achieve on-time project 
completion. 

 Ethical and loyal, maintains a high degree of confidentiality. 

 Creative and industrious; thinks “outside of the box” to ensure current and future client needs are met. 
 

Skills Matrix  

     Responsibility         Y/N   Description of experience 

Facilitate the expansion of 
current integrated enterprise 
software systems 

Y Managed multiple projects that converted 4-5 existing integrated 
platforms into an upgraded consolidated platform. 

Provide leadership, guidance 
of the project over 2 teams,  

Y Currently lead and manage 4 projects that utilize teams made up of 
members from multiple business units such as IT, Operations, Sales, 
and Account Management. 

Assist in planning and strategy 
activities related to the project. 

Y Currently lead planning and strategy activities as part of the project life 
cycle on all enterprise projects.  Managed multiphase projects where 
the planning and strategy activities were repeated in every phase of 
the project. 

Serve as risk manager and 
recommend mitigation 
strategies to reduce project 
risks. 

Y Currently  lead and manage risk management activities and develop 
risk mitigation strategies on all enterprise projects. 

Support preparation of project 
status reports, conduct 
monthly project reviews 
detailing achievements, 
progress; changes, forecasts.  

Y Currently provide weekly dashboard status reporting on all projects via 
a PMO Sharepoint site that details weekly progress and milestones 
achieved as wells as project risks and issues.  Follow stringent change 
management processes for any necessary project changes. 

Develop metrics and 
measurements to demonstrate 
project progress, evaluating 
and revising project 
procedures as necessary.  

Y Currently utilize weekly dashboard reporting that reflects the 
percentage complete on all projects as well as the health status of the 
project using a stoplight methodology.  Project Scorecards are also 
utilized on every project. 

 

Bachelor’s degree and at least 
3 years IT Project 
Management experience.  

Y Obtained a Bachelor’s of Science Degree and have 5+ years of 
experience managing IT Projects.  

Do you have CAPM or PMP 
certifications.  

N Currently studying to sit for the PMP Exam 
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PROFESSIONAL EXPERIENCE: 
 
HealthSmart Holdings Inc. 
Enterprise PMO Project Manager 2       Aug. 2015 – Current 

 

 Managed multiple projects that involved converting 4-5 existing data platforms into a single consolidated 
platform 

 Managed an Enterprise Data Warehouse project that integrated 10 Medical Claims platforms, Stop Loss 
and PBM data and is now used as a consolidated platform for standardized customer reporting and 
provides daily outgoing files to multiple vendors 

 Consult with project sponsors and key stakeholders to identify project requirements, define project 
scope, develop project plan and schedule, provide leadership and coordination with internal teams and 
vendors.  

 Facilitate weekly project meetings with teams in multiple locations. 

 Track issues and facilitate resolution.   

 Prepare and present timely status reporting to key stakeholders and executive management. 

 Develop and distribute both internal communications as well as employer/employee communications. 

 Coordinate training, data conversion and user testing. 

 Conduct resource planning and budgeting, tracking costs to ensure adherence to budgetary limitations. 

 Prepare project presentations for PMO Governance Committee approval. 

 Prepare and present project change requests when necessary. 

 Conduct and document post implementation “Lessons Learned” meetings. 

 Create and update SharePoint sites for each enterprise project. 
 
 
WV Offices of Insurance Commission  
Workers Compensation District Claims Manager      Dec. 20014– July 2015 

 

 Supervise the work of claims and insurance specialists in the WV OIC, Claims Services Department.  

 Plan, organize, assign and review staff’s work to insure all program operations are efficiently and 
effectively administered. 

 Insure quality and compliance with WV Code and rules. 

 Coordinate and conduct TPA audits for compliance and cost containment. 

 Approve/Deny high dollar payments and reserves over $25,000 and TPA administration invoices. 

 Insure quality customer service and expedite resolution of issues and complaints. 

 Insure benefit recipients receive checks and directs deposit payments timely and accurately. 

 Monitor monthly reporting and identify trends that may lead to an opportunity for improvement. 

 Serve as a member of the Settlement Committee 

 Represent unit in various interagency meetings, projects and committees, as well as monthly meetings 
the TPAs.  

 Coach, mentor and motivate staff, identify training needs. 
 
 
Boone County Commission  
Deputy County Clerk 
Accounts Payable         Aug. 20012– Nov. 2014 

 

 Processed and recorded property deeds, deeds of trust, liens, releases, marriages, deaths, POA and 
other documents recorded in the County Clerk’s office. 

 Processed all accounts payable and issued checks each month for the Boone County Commission and 
dispersed all incoming levy monies to the corresponding entities. 

 Balanced all incoming monthly receipts for the County Commission. 

 Administration of all probate processes including transfer of property. 

 Served as payroll and insurance clerk back-up. 

 Programmed voting machines and worked as an election rover during elections to deal with electronic 
voting machine issues and processed election results. 
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Wells Fargo Insurance Services  
Project Manager 2         Jan. 2008 – April 2012 

 

 Instrumental in building a disease management program from its infancy. 

 Worked with Information Technology professionals to design a proprietary web-portal used an integral 
part of the disease management program and on-site care manager program.  

 Routinely completed an in-depth analysis of Medical and Drug plan designs to create unique and 
personalized proposals that project future costs, savings and return on investment.   

 Maintained strong customer relationships with numerous vendors that are involved in exchanging data 
with the program. 

 Cultivated positive and enduring relationships with clients. 

 Trained Care Managers on web-portal usage, conducting disease management consultations, and 
achieving expectations predetermined by the client. 

 Created and managed a Request For Proposal (RFP) Unit for Self Funded TPA business. 
 
Wells Fargo Insurance Services 
Account Executive         Oct. 2002 – Dec. 2007 

 

 Used extensive experience to sell, implement, manage and retain a growing book of business.  

 Demonstrated success pinpointing clients’ needs and uncovering potential problem areas through 
assessment and analysis. 

 Consistently achieved cross-sales goals by identifying and meeting customers’ ever- changing benefit 
needs in the most cost effective manner. 

 Annually marketed all lines of employee benefits to seek the most cost effective benefit options. 

 Extensive experience with Pharmacy Benefit Managers, that included the creation of custom 
formularies, annual cost saving analysis of all the therapeutic classes to consider step-therapy 
measures and formulary changes. 

 Instrumental in helping clients develop yearly benefits budget. 
 
 

Wells Fargo Third Party Administrator 
Account Representative         Dec. 1993 – Sep. 2002 

 

 Coordinated all new client installation activities and any benefit changes that were implemented 
thereafter.  

 Served as day to day contact with the client to help assess and meet any needs.  

 Performed troubleshooting for any client issues that arose and helped ensure that the issue was 
resolved immediately.  

 Cultivated positive and enduring relationships on a daily basis to ensure client retention. 

 
Education: 
Fairmont State College, Fairmont WV 
Bachelor of Science:  Industrial Psychology 
 

Training: 
Project Management Training 
Life and Health Agents License 
Crystal Reports Training 
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Smart 
Shared Services 

PO Box 7318 

Charleston WV 25356 

PH 855-807-6278 

Fax 888-680-6555 
 

May 1, 2017 
 
Chris Thomas 
PMO Director  
HealthSmart Holdings 
304.353.7825 
 

Reference for Aimee Browning 
 
Were you/Are you Aimee’s supervisor? 
 Yes.  As Director of the Enterprise PMO, I was Aimee’s direct Manager at HealthSmart 
  
How would you describe the position Aimee held at while under your direction? 

Aimee was a Project Manager II while working for me at HealthSmart.  Aimee was responsible for 

leading project teams and managing all activities in a project life-cycle (initiation planning, 

executing/controlling, and closing) associated with projects that were across multiple 

departments within a line of business segment and medium risk, scope and complexity 

 
How would you describe your overall satisfaction with her work on a scale of 1-10?  

8 
 
Attitude? 
 Aimee has a very good attitude toward work and the project team members  
 
Work Ethic? 
 Aimee has a great work ethic.  She is focused on getting the project to completion.  There have 
been occasions where Aimee has sacrificed scheduled PTO to ensure that a project met established 
timelines. 
  
Personal Interaction with co-workers, superiors, clients? 
 She could build relationships with team members that reaped benefits for the overall success of 
the project. 
 
 How would you describe the strengths she brings to the Project Manager position she held under your 
direction? 

Aimee brings a relentless desire to succeed.  By doing so, she will incorporate all potential 
options to ensure success.  She demonstrates strong organizational skills and ability to meet 
deadlines amid shifting priorities.  

  
Weaknesses or areas of improvement? 

Although I admire Aimee’s work ethic and dedication, there are times that it would benefit her to 
find a healthier work/life balance. 

  
 Anything else about Aimee’s work you can share that a new employer should know? 
 Aimee would be an asset to any Project Management organization 
  
Would you hire Aimee again? 
 Yes 
  

 




