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e Announcement #: e (Citizenship: United States of America
FY24-ABCD-1234-12345678-AB e Veterans’ Preference: N/A
e Job Title: Administrative Officer e Contact Current Employer: Yes

e Highest Previous Grade: GS-09

Profile

e A results-driven federal program analyst with experience in monitoring and managing federal programs
within the Department of Homeland Security. Known for robust skills in compliance and policy
development, a keen understanding of government operations, and excellent communication and
troubleshooting capabilities. Certified Government Auditing Professional reflecting high competence in
public safety, community well-being, and federal procedures.

Education
e Bachelor of Arts in Public Administration | UNIVERSITY OF CHICAGO, Chicago, IL | 2015

Certifications

e C(ertified Government Auditing Professional (CGAP), Institute of Internal Auditors, 2019
e Federal Acquisition Certification in Contracting (FAC-C), U.S. Department of Defense, 2018
e C(ertified Government Financial Manager (CGFM), Association of Government Accountants, 2016

Key Skills

e (Communications

e Compliance assessment

e Federal program analysis

e Policy development support

e Understanding of government operations

Professional Experience

FEDERAL PROGRAM ANALYST | DEPARTMENT OF HOMELAND SECURITY, WASHINGTON, D.C. | JUNE
2018 - PRESENT

e Regularly review reports and perform data analysis to evaluate the efficiency and efficacy of multiple
federal government programs, leading to a 25% increase in operational efficiency

e Instrumental in implementing and managing four new federal government initiatives contributing to
increased program effectiveness

e Assisted in professional compliance monitoring, ensuring adherence to all agency policies and federal
regulations

POLICY DEVELOPMENT ASSOCIATE | AMERICAN RED CROSS ATLANTA, GA | JANUARY 2016 - MAY 2018

e (Conducted extensive research on various policy issues resulting in the drafting of five policy proposals
adopted by the organization

e Provided background materials for senior-level staff meetings enhancing communication and
understanding of upcoming policy changes

e Developed a strong understanding of government operations and an ability to interpret and apply
policies and regulations

INTERN | OFFICE OF U.S. CONGRESS 5TH DISTRICT OF ILLINOIS | SEPTEMBER 2014 - DECEMBER 2015

e Promoted community events and engaged with social media followers, increasing followers by 125%
during internship

e Responded to over 10 constituent inquiries each day by phone and email to hear their concerns and
provide resolution or direct them to appropriate contacts

e Provided on-site assistance and support at community events and community board meetings



