Tania-René Valdespino

Houston

 (713) 657-5550 – cell                                                                                      taniarenevaldespino@yahoo.com         

PROFESSIONAL SUMMARY

MBA professional experienced in operations, property management, meeting and event planning, and project management.  Leadership expertise in process improvement and strategic partnering.  Analytical thinker for troubleshooting, resource identification, and issue resolution. Executive support in achieving objectives with ability to expedite urgent matters resulting in quality outcomes.  Strong organizational abilities while coaching and developing collaboration in group settings.  Active community volunteer in several capacities.
PROFESSIONAL EXPERIENCE

CB Richard Ellis at Sprint Campus Overland Park, KS                                             09/05 – 03/08 

Workplace Administrator

Collaborated  with client’s Enterprise Real Estate department to ensure smooth transition of associate work locations for five campus buildings and two metro buildings, totally 1,254,000 square feet.

· Validated space assignments and cubicle condition for project moves of 2,950 associates

· Researched and corrected database integrity issues regarding associate seating and company floor plans for ease of team adjacency planning 

· Partnered with vendors for customer furniture and workstation reconfiguration requests; reviewed and approved invoices. 

· Selected by management to research and write items for portions of customer newsletter and webpage to educate Sprint employees on Enterprise Real Estate polices and procedures

· Evaluated associate workstation set-up and recommended customer solutions 

Midwest Center For Holocaust Education, Overland Park, KS                             11/04 – 05/05
Executive Assistant

· Assisted teachers with program registration, and Resource Center patrons in locating and selecting resources
· Accepted donations from benefactors and collected membership dues.

· Accounting functions including:

· processed Accounts Receivable/Payable; payroll on Excel

· reconciled monthly bank statements for three accounts and sales tax on quarterly basis 

· Managed inventory to ensure sufficient Resource Chest materials and office supplies were on hand; researched lowest costs.

· Prepared various portions for Annual and Board Meetings at request of Director 

· Updated website with new events and revised sales forms as needed 
· Supported software/hardware at the first level, such as e-mail backup, software installation, maintenance contracts, virus updates, and server issues.

· Developed and maintained Executive Assistant procedures 

· Revised and organized templates for letters, program payment acknowledgements, faxes, and invoices.
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PROFESSIONAL EXPERIENCE (cont’d)
H&R Block, Inc. Kansas City, MO                                                                                  12/02 – 07/04
Project Coordinator – Office of the CIO and IT Operations, (transferred from subsidiary)
Performed concurrent special projects for Chief Information Officer and with Senior Leaders to increase effectiveness and ensure smooth operations within IT organization

· Arranged frequent department meetings for up to 350 attendees; scheduled rooms and equipment, developed agendas. 
· Restructured space planning for 400-person organization in four buildings; served as central administrator.

· Analyzed manager and departmental meeting surveys to determine IT and business unit needs; template adopted company-wide.

· Facilitated planning team of mid-level managers regarding quarterly IT department meetings.

· Researched and consolidated Career Development resources for manager training and posted to the company intranet
· Managed spreadsheet of 500 employees for accurate administration of corporate-wide associate job satisfaction survey 

· Conducted lease research for out-of-state location; coordinated conference calls among all involved parties.

H&R Block, Inc. (cont’d)

IT Reporting Specialist and Loan Servicing Management Support  Irvine, CA          02/97 – 11/02
Provided support to Chief Information Officer and other IT managers at Option One Mortgage Corp., a subsidiary of H&R Block, Inc.

· Created, with a technical resource, an exception report listing mortgage loans that were missing mandatory state-specific collection letters; preventing unnecessary foreclosure, insurance, and tax costs by over $900,000 the first month. 

· Converted payment transactions from manual system to Excel for three departments 

· Identified problem of data consistency in Metrics and Project Summary Reports for managers; acquired and published relevant tracking results.
· Streamlined IT Managers’ monthly department new associate orientation

· Implemented procedure documentation for more efficient work flow processes, cross-training, and job function transfers.

· Streamlined value analysis process for Loss Mitigation
· Initiated transfer of IT department associate information reports from database to PeopleSoft
· Initiated an informational webpage to aid managers in planning associates’ external training by providing available data from training companies
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EDUCATION AND PROFESSIONAL DEVELOPMENT

UNIVERSITY OF PHOENIX Fountain Valley, CA 

· MBA

· BS, Business Management 

· BS, Business Administration

Basic comprehension of oral and written Spanish


   Attended four-hour US Green Building Council (USGBC) LEED workshop

   Currently studying for the USGBC LEED Commercial Interiors accreditation

PROFESSIONAL AFFILIATIONS

Toastmasters International
US Green Building Council, chapter member 


Project Management Institute, individual and Tampa Bay chapter member

COMPUTER SKILLS

Exposure to AutoCAD, PlanView, and SQL

Experienced in Access, Project, and Visio

Proficient in Excel, PowerPoint, and Word
COMMUNITY LEADERSHIP

Liaison to Tampa Hadassah board, Young Judaea (2006-2008)

Member Planning Committee, Jewish Family Services scholarship/awards presentation (2008)

Graduate, Jewish Leadership Training program, Federation (Overland Park and Tampa)

Liaison to Greater Kansas City Hadassah board, Young Judaea (2006-2008)

Executive Board Member, Recording Secretary, Congregation Ohev Sholom (2006-2008)

Board Member, Congregation Ohev Sholom Sisterhood (2004-2006)

Graduate, Hadassah Leadership Academy, Greater Kansas City (2003-2005)

Member, Flag Football Tournament Committee, Safehome (2004-2005) 

Board Member, Israel Spirit Committee at JCC, Mayor’s Ethnic Enrichment Commission Kansas City (2003-2005)

Secretary, Toastmasters, H&R Block club (2003-2004)

Volunteer Driver, Meals-on-Wheels (2004)

Team Captain, soccer team, Corporate Challenge (2003)

Team Co-Captain, donation/party planning committee, Operation Breakthrough (2003)

Team Captain, fundraisers, Junior Achievement and Big Brothers/Big Sisters (2003-2004)

Member, Kid’s Konnection parent committee, at JCC (2002-2005)

Co-planner, IT department offsite summer team building event (2002)

Member, planning committee for Bring Your Child to Work Day (2002)

Member, committee for corporate-wide competency selection process (2002)

Member, committee Job Shadow Day and Bowl-a-thon, Junior Achievement (2001-2002)

RECOMMENDATIONS

Available at http://www.linkedin.com/in/taniarenevaldespino







