Sabreana M. Thompson






Vista, CA
Office #: 760-758-4805; Cell #: 408-506-7577

Email: sabreana@sbcglobal.net


Profile 

Thirteen years of professional experience with strengths in exceptional organizational, time-management and planning skills, strong client relationship development, excellent written and oral presentation skills, outstanding attention to process design and detail, highly organized focusing on timely quality work executed with the highest of integrity including positions in:  Sales Representative, Customer Service Manager, Executive Administrative Assistant, HR Training Specialist/Coordinator, and HR Project Specialist demonstrating a progression of increased levels of responsibilities. Continues to work to expand boundaries and create additional value-add to any opportunity. Always interested in new challenges and continued growth.
Objective

To obtain a position with an organization that provides a stimulating work environment and offers opportunity for professional and personal growth while enabling me to utilize my project coordinator skills and talents to assist in achieving corporate initiatives through supporting aligned projects.

Skills Summary

· Excellent written and oral presentation skills

· Strong client relationship development and project management skills 

· Exceptional organizational, time-management and planning skills resulting in consistent project deadline success
· Excellent interpersonal and telephone communication skills

· Independent worker requiring minimal supervision resulting in position advancement that has allowed working remotely
· Commitment and focus on client satisfaction

· Consistent, dependable, and accurate in carrying out responsibilities

· Proficient in MS Word, Excel, PowerPoint, Project, Access, Outlook, Visio
· Exceptional attention to process design and detail, highly organized focusing on quality of work 
· Strong energetic drive, motivation, confidence and commitment to the job while maintaining the highest of integrity

Professional Experience and Accomplishments
Client relationships, management and planning 

· Coordinated and drove effective communications, and facilitated service delivery between a Fortune 500 corporation and a large resident outsource partner team 
· Planned and managed the relocation of the Corporate IT Staff  (100 people, servers and equipment including all phases of reconnection)
· Established proactive executive calendar management by demonstrating sound judgment and anticipating executive and corporate needs 

· Prepared proposals and ensured effective and timely dialog with major ($500M) client through meeting coordination and sensitivity to client requirements 

· Coordinated the evaluation of new marketing efforts for a law firm

· Rectified service situations initiating quick results for best client satisfaction

· Identified solutions for client issues escalated to the president
· Accustomed to handling sensitive issues, information and situations with deft and diplomacy
Organization and communications

· Transformed a languishing administrative staff into a cohesive, high performance professional team

· Developed and implemented vendor screening and communication process 
· Organized and coordinated on and off-site meetings and seminars
· Organized shareholder and AOP communications and events for senior partners and executives of varies corporations 

· Managed a law firm’s annual event & functions calendar 

Versatility and dependability

· Negotiated and managed contracts for five principal corporate clients
· Controlled budget obligations; managed budget, AP, AR and payroll

· Embraces change, works well with ambiguity, and determine alternative ways to accomplish and support tasks and initiatives.
Employment History

SOLECTRON CORPORATION
Founded in 1977, Solectron was a leading global provider of electronics manufacturing services (EMS) and integrated supply chain solutions. Over 25 years as a contract manufacturing visionary, Solectron served the world’s most innovative companies in industries that relay on high-tech electronics through their over 50,000 employees spread across their 50 sites worldwide.  First winner of two Malcolm Baldrige National Quality Awards for manufacturing (1991, 1997); Winner of Shingo Award for Manufacturing Excellence (2007, Guadalajara, Mexico Plant); IndustryWeek's Top Ten Best Manufacturing Facilities in North America (2005, Columbia, SC, USA Plant). Solectron was acquired by Flextronics October of 2007.
Milpitas, CA (working remotely from Southern California)

January 2004 – Present



Training Specialist/Coordinator providing administrative support within HR Performance & Talent Management, Center of Excellence.  Maintained and updated Talent Review Process (TRP) database by providing queries, resumes, profiles and reports to support TRP and ERB resulting in significant cost reduction in the company’s outsourcing expenses for recruitment due to gathering and disseminating data to qualified executives and appropriate Human Resource personnel in order to fill key positions using internal global talent. Supported HRevolution transition: served as global SkillPort system administrator and internal point of contact for employee issues to ensure smooth transition of e-learning and compliance training data; efforted in scrutinizing existing database eliminating duplicate accounts, acted as gatekeeper to prevent future duplicate account issues, support users in troubleshooting, and defined the data clean-up process resulting in the increase of data integrity of the SkillPort database as well as ensuring employees met course requirements and legal compliance.  Involved in contributing and supporting major initiatives such as Influential Leadership, MBTI and 360 Feedback databases.  Project lead for the Leadership Pathways Workshop (LPW) by supporting, coordinating, and contributing to process detail and design resulting in the training of 1,829 managers worldwide.  Also coordinated with site contacts in creating worldwide schedule, worked with managers in troubleshooting access problems to their required prework, worked with Development Dimensions International to resolve issues, monitor and report generation.  Previous experience in executive recruiting: supported details and coordination of the selection of (key) positions for assigned business areas process; managed and tracked invoice processing for external searches; responsible for weekly status report to Executive Vice President - HR, Vice President - People & Organization Capability and other Executives as appropriate.
GENERAL PHYSICS
A subsidiary of GP Strategies Corporation, a NYSE listed company, GP is an international performance improvement company and a global leader in training, engineering, and technical services.  They provide strategies and solutions designed to help customers optimize technical and workforce performance and have provided services in more than 60 countries.  GP is well positioned to serve clients throughout the world and has created thousands of solutions for some of the most effective companies in the world including, but not limited to: Ford, EtaPro, Delta Airlines, General Motors, Omnitrans and the Kennedy Space Center.

Arlington, TX






November 2002 – January 2004

Project Specialist providing analytical support for specific client projects.  Responsibilities included: analyzing financial portions of project(s) to ensure compliance with contractual requirements; reviewing and analyzing costs and schedule variances identifying anomalies with recommendations for corrective action; conducting independent assessments based on the status of project activities and formulates financial projections based on statistical data.  Collaborating with Leadership team, focusing on a talent review process involving an annual, company-wide process for systematically identifying talent to meet emerging business needs.  This process represented a step forward in succession management keeping pace with constant change in the business environment as the concept is based on talent pools rather than traditional replacement planning. 
SOLECTRON CORPORATION
(See above company description)

San Jose, CA






May 2002 – November 2002

Executive assistant/project coordinator to Senior Executives Officers of the company including, but not limited to the CEO.   Worked on special projects for the VP of Leadership Talent and CAO.
SOLECTRON CORPORATION 
(See above company description)

Milpitas, CA






November 2000 – May 2002

Assistant to the Chief Information Officer.  Additional responsibilities included, but not limited to:  office management for Director of IT Finance and Director of Systems Engineering.  Provided leadership and direction to the Corporate IT administrative staff.
BONNE, BRIDGES, MUELLER, O’KEEFE & NICHOLS
Founded in 1961, Bonne, Bridges, Mueller, O’Keefe & Nichols is one of California's premier civil litigation defense firms with a reputation of being one of the most experienced civil trial firms in California. Much of the firm's ongoing trial practice focuses upon the health care industry; however, over the years, the firm has branched out into areas of employment law claims, elder law & long term care, general liability, legal malpractice lawsuits, HMO liability, licensing board matters and civil appeals.  The firm maintains a success record of over 95 percent in the cases that reach a jury verdict conclusion. 
Los Angeles, CA





May 1996 – November 2000

Executive Assistant to the Director of Administration.  Direct responsibilities included the following:  facilitation of committee communications, political obligations budget development, planning and analysis, and corporate expense billing and tracking.
Education

University of Wisconsin-Milwaukee, Milwaukee, WI. Major:  Business Administration

DeVry University Online, Naperville, IL. Major:  Business Administration
References available upon request.
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