WORK EXPERIENCE

United States Department of Education June 2006- Present
Senior Advance Representative, Office of the Secretary Washington, D.C.
. Coordinate and implement all logistical arrangements for the Secretary of Education’s domestic and

international travel as the principal public official promoting the No Child Left Behind policy and the
American Competitiveness Initiative.

. Work closely with various Department of Education compaonents to ensure that all Secretarnial events
communicate intended policy message effectively.
. Facilitate media coverage at such events by accommuodating various media requests and pm\ndmg a
visually appealing event aimed at increasing media interest and response.
White House February 2005 Present
Volunteer Advance Representative, Office of Presidential Advance Washington, D.C.
. Create and coordinate public and private events for United States President George W. Bush.
. Served as primary liaison with United States Secret Service, White House Camrmrmcanon Agency and
host organizations during presidential events.
. Key events include the President’s visits to Pakistan and South Armnerica and the First Lady’s visit to
Mozambique.
Social Security Administration March 2005- June 2006
Special Assistant, Office of the Commissioner Washington, D.C.
’ Served as liaison between SSA, Administration, and Congressianal Offices for extended solvency

campaign. Requirements of role include media dissemination and scheduling, Congressional outreach
and communication, regular summaries/briefings as well as interagency management/coardination.

. Provided support to Deputy Commissioner in the Office of the Commissioner including caordination of
external appearances, presentations, media, logistical support and public relations.

, Responsible for documenting the Social Security Administration’s reaction and response to Hurricane
Katrina and Hwrricane Rita.

55" Presidential Inaugural Committee : December 2004- Jannary 2005
Entertainment Site Manager, Nutional Building Museum Washington, D.C

. Qversaw logistical planning and implementation for entertainers performing for President Bush and his
guests at the Candlelight Dinner and Commander in Chief’s Ball held at the National Building Museum.

. Ensured all contractual agrecments in regards to entertainment lodging, transportation and venue set-up
were fulfilled accurately and that all needs and requests were met in a timely manner.

. Worked in coordination with program director and production team to efficiently and smoothly execute
the outlined entertainment program, including the movements of VIPs and all entertainment acts.

. Directed and instructed team of Entertainment Liaison Volunteers dedicated to ensuring seamless
performance transitions and minimizing stress on performers.

Victory 2004, Republican State Committee of Pennsylvania September 2004- November 2064

72 Hour Task Force Coordinator Harrisburg, PA
. Secured and directed transportation and housing logistics to accommodate the nation’s largest grassroots
get-out-the-vote effort, the 72 Hour Task Force, in the battleground state of Pennsylvania
. Efficiently managed budget of $700,000 while secking cost-effective measures with vendors.
. Supported Pennsylvania field staff in implementing grassroots strategy set forth by the Repubhcan
National Committee. State-wide efforts yielded 200,000 votes over goal, 2% over 2000 election resulis,
. Conducted extensive volunteer trainjngs throughout state, Trammgs focused on familiarizing volunteers

witlt new campaign tactics,
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Robert Lamutt for Congress July 2004- August 2004
Field Manager Marietta, GA

. Transitioned into high-profile campaign position to lead grassroots efforts during run-off period for
Georgian Businessman Robert Lamutt. ' ' '

. Responsible for shifting strategy towards motivating base and pushing voter turn-out.

. Quickly secured endorsements from defeated primary challengers and capitalized on momentum by
organizing press and publicity for unity rallies along with targeted mailings to supporters throughout
district.

Chuck Clay for Congress February 2004- July 2004

Grassroots Coordinator Marietta, GA

. Developed and implemented a comprehensive grassroots strategy focused on coalition building and
voter mobilization for State Senator Chuck Clay’s campaign for Georgia congressional district seat.

. Served as a liaison between the Clay campaign and local leaders, elected officials, members of the
media, education associations, churches, neighborhood alliances and civic groups to convey the
message of the Clay campaign.

. Organized publicity, press, and vendor negotiation for campaign fundraising and grassroots events along
with follow-up donor maintenance. '

. Coordinated a district-wide grassroots and volunteer program including bus tours, phone banks, yard
signs, and an extensive in-house grassroots mail program of over 55,000 pieces.

The Office of United States Senator Jim Bunning (R-KY) Mnrch, 2001- September 2003

Legislative Correspondent Washington, D.C

. Prepared Senator for his assignment on the Government Affairs Committee by drafting opening

speeches, briefing memos and witness questions for hearings. Assisted Senator’s key advisor and
Senator in his capacity as a member of the Senate Committee on Finance.

. Made recommendations for Senator’s sponsorship of pending legislation and support for “Dear
Colleague” letters. Informed him through policy papers and memos of relevant legislation that
corresponded with his legislative priorities.

. Handled constituent correspondence pertaining to several legislative areas, including: health care, Social
Security, education, labor, transportation, science and technology, budget, welfare, and postal issues.
. Built and strengthened relationship between Senator and community by drafting weekly Congressional
Statements that honor community milestones and achievements throughout Kentucky.
Assistant to Administrative Director/ Internship Coordinator September 2000- March 2001
. Assisted Administrative Director with function planning, office maintenance and budgetary matters
while composing the Senator’s congratulatory correspondence to dignitaries and constituents.
. Coordinated and redesigned Washington Internship Program to improve applicant pool and overall
effectiveness of the program. Implemented changes that produced a 65% increase in applicants.
. Aided in event planning for 54" Presidential Inauguration.
The Office of Senator Paul Coverdell (R-GA) July 2000- August 2000
Staff Assistant Washington, D.C.
. Planned activities and travel details involved with constituent and VIP visits to Washington, D.C.
. Monitored all facets of the reception room while serving as primary representative of the front office.
. Assessed and fulfilled requests for information and provided assistance to constituents.
EDUCATION
University of Georgia Bachelor of Arts May 1999

Major: Political Science Minor: Art History






Jennifer ENeen Giglio

Swasmary
Professional with proven strength in Member and Constituent Relations, Project Development, and Negotiation.

Skilled at protocel, marketing, strategic planning, and promotion. HJghly analytical and logical with excelient
research and writing skills.

0O Outstanding people skills; sensitive in assessing needs.

Q Articulate and persuasive in dealing with management, colleagues and vendors.
Q Thrives in high-pressure, deadline-driven envirorments.

O Strong organizational and facilitation abilities; efficiently meet deadlines.

Fmploymont
Office of the Assistant Secretary of Defense for Public Affairs-Washington, DC July 2006 - Carrent
Public Affairs Specialist, Deputy Director “Why We Serve” July 2007 - Current

Place returning military members from each service in speaking roles at community events across the country

and provide a personal connectien for community members who might mot otherwise have come in contact

w1tharknmvnsomeonewhohassewedm&ueconﬂmtsmha and Afgha

0O President George W. Bush Appointee [ R

0O Manages the Department of Defense’s outreach initiative entitled “Why We Serve,” a national speaker’s
bureau consisting of 12 recently returned service members from Irag and Afghanistan;

Q Schedule and coordinate all speaking engagements around the Continental United States by working with
commurity organizations, business associations, academic mstitutions, veterans groups and numerous
non-profit organizations around the country;

0O Oversee public affairs training to ensure that all ‘Why We Serve’ participants are proficient public speakers
and possess the skills needed in advance of being interviewed by both print and television media;

0O Cempose press releases and forge relationships with the media and national associations in order to
advertise the Department of Defense’s putreach programs and reconnect the America public with their
milifary;

Q Con?uIL fact-finding research, analyze findings, summarize and arrange data, and make
recommendations, as appropriate, regarding the data and project results for the Secretary and Deputy
Secretary of Defense, the Joint Chiefs of Staff, the ASD({PA) and other senior military leadership.

Office of the Assistant Secretary of Defenxe for Public Affairs-Washington, DC July 2006 - Carrent

Confidential Assistant to the Assistant Secretary of Defense for Public Affairs Juky 2006 - July 2007

Guarantee that highly confidential, sensitive and politically controversial information is kept completely

private and maintain the full trust and confidence of the Assistant Secretary of Defense for Public Affairs

(ASD(PA)). Skilled in both oral and written communiration and in interpersonal relations appropriate for

dealing effectively with high-level DoD officials and representatives of both national and local organizations.

Ability to perceive and reflect ASD(PA)'s personal and official policies and wishes throughout DoD, and with

congressional and civilian buginess and industry leaders High aptitude for gathering, analyzing, evaluating,

and summarizing data for use by senior Qefense o ,

President George W. Bush AppointeeB5s - s

Carry out matters of great sensitivity that may mvolve work with officials of various governmental and

non-governmental agencies;

Research, collect, and assemble sufficient materials to assure that the ASD{PA) has sufficient and pertinent

background on which to base decisions of the most highly sensitive and coniroversial issues;

Responsible for assuring that the ASD(PA) wishes and directions are understood and carried out during all

phases of the decision making process, to include coordination with key officials, both civilian and military,

on the ASD(PA) staff, and responsible for issuing the appropriate instructions;

Responds to high-level and often confidential matters, as well as written telephonic inquiries pertaining to

invitations, engagements, personal information and other related information pertaining to the ASD(PA

0O Provide support and advice directly to the ASD(PA) in key areas of ongoing official and administrative
responsibilities.

D 0o o

W]
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Armed Services Committee, US House of Representatives-Washington, DC January 2004 - July 2006
Executive Assistant to the Director Jamuary 2005 - July 2006
Staff Assistant January 2004 - December 2004

Ensures that all confidential information is handled with complete discretion. Under the direction of the Staff
Director, performs professional level work of considerable difficulty by providing office administration and
general assistance to the Chairman of the Committee & Director in the supervision of support staff,
management of administrative functions, production of correspondence, and preparation of background issue

documents. Significant interaction with Congressmen, congressional staff, federal agency officials and
lobb _

Supervise and manage internship program of two personnel throughout the year;

Serves as confidential administrative assistant to the Staff Director, screens calls and visitors, arranges
appointments and travel; relays decisions and directives to staff;

Research and analyze various issues for professional staff members and provide briefing materials;
Directs staff work necessary to accomplish programs and projects of interest to the Director;

Brief the Director on matters of concern and secures information required for proper action on such
matters;

Develops and enforces policies and procedures for the flow of work through the Director’s Office;
Prepare, edit and review correspondence from the Chairman of the Armed Services Committee and Staff
Director;

Accompany the Staff Director to various meetings and ensures that the Chairman of the Armed Services
Committee & Staff Director receive all necessary background information;

Demponstrate continuous effort to improve operations, decrease turnaround times, and streamline work
processes,

0 0O Qo QooOo rpar

Office of Presidential Advance-Washington, DC December 2003-Current
Site Adpance - Valuntger

Plan Jogistics for Presidential events in and around Washington, DC

O Responsible for the organization and implementation of the President’s visits outside of the White House
complex;

O Design and structure events where the President is scheduled to visit;

0O Serve as the communicator between the White House Military Office, the United States Secret Service, and
the local event site.

Circuit City Stores, Inc.-Richmond, VA June 2000 - November 2003
Merchandising Coordinator
Coordinate a corporate-wide inventory of $10 million. Monitor specific electronic categories to determine best

sell-thru v. worst sell-thru. Coordinate stock rotation among 600 stores nationally. Determine product mix and
inventory stock levels.

Office of Public Relations, Radford University-Radford, VA Summer 1999
Public Relations Intern
Assisted in the planning and coordination of events for a 5,000+-student university. Events incJuded
government and association meetings and events, private conferences, and fund-raisers. Supported supervisor
by arranging on-site logistics, including transportation, accommodations, meals, guest speakers and
audiovisual support.
Education
Radford University-Radford, VA
0O Bachelor of Science, May 2000

- Mgjor - Merchandising

= Related Coursework: Consumer Behavior, Public Relations, Market Sepmentation, Retailing and Sales

Management, Merchandising, Forecasting, Advertising and Promotion

Lordon College of Fashion-London, England

Study Abroad Program, January 1998 - May 1998



PROFESSIONAL EXPERIENCE

Office of Legislative Affairs, Department of Defense
Special Assistant, Team Chief May 2007- Present

Principle advisor to the Assistant Secrotary of Defense for Legisiative Affairs, and zenior
Department of Defense officials on matters relating to personnel, readinsss and wounded
warriors. Provide guidance and strategy for {nteraction with Congress, advice on legislation, and
hearings. Also facilitate outrsach with Congress and executive branch agencies.

international Relations Committee, U.S, House of Represeatatives

Deputy Staff Director July 2006 — Jamuary 20077
Responsible for committee management, legislative agenda, coordinetion with House
Leadership, linison with Appropriations, Armed Services and Budget Committees, and external
organizations involved in international relations. In addition responsible for oversight of State
Departrnent operations and budget and other duties as a Senior Professional Comsnittee Staff
Member.

International Relations Committee, U.S. House of Representitives

Senior Professional Committee Staff February 1993-June 2006
Responsible for oversight of the State Department and the international affairs budget,
and managing major legislative matters for the Committee. Oversight dutics inclade:
State Department operations and budget, management of diplomatic posts abroad,
domestic and overseas security, public diplomacy, the United Nations, democracy
programs, and intemational brosdcasting. Legislative responsibilities inclnde managing
the Comsnittee's largest mmc.thnbtemnal State Department authoyization bill
including preparation for hearings, mariups, floor consideration and House Senate
relations both formal and informal, Lisison with extamnal organizations involved in
fordgnaffmrs. Serve as the Committee linison to the other House and Senate

Spoclal Anlumt for thllﬁu May 1992-Janmary 1993
Responsible for legislative affairs relating to worldwide operations, management and
budget issues. Developed the Department’s suthorization bill and coordinated annual
budget preparation with authorization requirements, Congressional baison duties
included moniforing legislative proposals, developing legislative sirategies, bricfings,
hoaring preparation and prepuring and reviewing policy option papers.



Speeial Asslsunt for Congrulhlnl Aﬂlln December 1990-May1992
Managed the Bureau’s Congressional relations, working closely with the Assistant
Secretary. Coordinated Bureau legislative interests, analyzed/monitored legislation, and
developed legislative options. Served as liaison with Congress; provided Bureau and
overseas posts with assessments of Congressional actions. Managed all aspects of
Congressional hearing preparations and hearing records.

Govemmcntnl Analyst February 1987 - December 1990
As a member of the Governor’s staff, served as the state-federal liaison for the State of
Florida. Represented the Governor and the State Legislature before Congress and
federal agencies. Primary activities included federal budget and issue analysis, policy
development, legislative monitoring and regulatory review. Bricfed Florida state
agencies on federal issues. Arcas of expertise included space, trade, immigration, refugee
and labor issues.

Project HOPE

Director of Public and Governmental Affaiyrs  October 1984 — Feb.1987
Directed all public relations activities in the U.S. and for overseas offices, including
production of brochures, newsletters, and other informational materials. Designed and
implemented public awareness campaigns and other special projects. Conducted press
briefings, assisted in fund raising, and addressed public forums. Represented the
organization before Congress and federal agencies.

Leglshﬂve Asslmnt March 1981 - October 1984
Provided staff support for Judiciary Committee issues, including preparation of
amendments and floor statements, position research and development, and coalition
building. Major emphasis on immigration, refugee, foreign policy and criminal justice
issues. Participated Congressional fact-finding trips to Central America, the Far East,
and the Near East with an emphasis on refugee and political-military issues.

Education
Masters of Public Administration, George Washington Umvmxty fields of concentration:

Management and analysis of U.S. foreign policy, 1992.
B.A., Political Science, University of California, Davis, 1978.






Education

The Fletcher School of Law and Diplomacy, Tufts University
Doctor of Philosophy in International Relations
o Dissertation title: “Coalitions, Congressional-Executive Branch Relations, and

Public Opinion: A Study of Post-Cold War Crisis Management and the Persian
Gulf Crisis.”

The Fletcher School of Law and Diplomacy, Tufts University
Master of Arts in Law and Diplomacy

The University of Michigan - Dearborn
Bachelor of Arts in International Studies and Political Science












PROFESSIONAL EXPERIENCE

2005 -
Present

2005 -
2007

2004 —
2005

2004

2003

2000 -
2002

NATIONAL SECURITY NETWORK Washington, DC
Policy Director
» Oversee policy department which consists of four staff members and 2-3 intems. Lead weekly
meetings to coordinate the production of NSN policy reports, daily briefs, talking points, fact sheets,
and other products focused on national security. Act as Jead editor on most of these products.
s Act as lead writer and organizational expert on Middle East issues especially Iraq, Iran and the Israeli-
Palestinian conflict.
s Draft speeches, press releases, op-eds and Congressionai testimony.
¢ Organize and participate in briefings for more than 50 Congressional and Senate candidates and their
staffs in '06 and '08 cycles. Work closely with and provide policy materials to Senate and House
leadership, Hill staffers, DSCC, DCCC and DNC.
¢ Develop and edit a national security briefing book for candidates and members of congress.
Coordinate expert groups that contribute to the briefing book on issues such as Irag, Iran, Pakistan,
Afghanistan, terrorism, military policy, and energy security.
o Regular contributor to Democracy Arsenal — an expert blog on foreign affairs.
o Published Measuring the Benchmarks an in-depth analysis of the progress being made on the
President’s Irag benchmarks during 2007.

Executive Director

»  Worked with NSN President Rand Beers to establish & new organization that is building a more
responsible progressive national security policy. '

» Charged with management and strategic planning including: supervising small staff of employees;
designing and implementing new projects; managing a $500,000 annual budget; interacting with Board
of Directors and donors; interfacing with other organizations; building fundraising strategy; writing
funding proposals; and dealing with non-profit and election law.

FOREIGN POLICY LEADERSHIP COUNCIL New York, NY
Head of Research
s Conducted research and wrote issue briefs, talking points, press releases and op-eds on foreign policy
issues such as homeland security, Iraq, military preparedness, energy security, nuclear proliferation,
[ran and Saudi Arabia.

COUNCIL ON FOREIGN RELATIONS New York, NY
Intern — U.S. Middle East Project, Studies Department _
¢ Researched issues surrounding the Israeli-Palestinian conflict and translated documents from Arabic to
English,

JP MORGAN CHASE New York, NY

Operations Analyst — Private Banking Division “

s Audited JP Morgan's private equity house accounts. Reconciled over $600,000 of ouistanding
balances

SALOMON SMITH BARNEY New York, NY
Financial Analyst — Global Energy Group, Investment Banking Division
» Advised Petrobras, the Brazilian national oil company, on potential North American acquisition targets
valued at $2.5-34 billion. Performed extensive financial modeling and valuation analysis of
prospective targets, Participated in meetings with Petrobras’ internal mergers and acquisitions team as
well as its lawyers and accountants
»  Worked on $807 million secondary equity offering of Petrobras shares held by the Brazilian National
Development Bank. Attended due difigence meetings and drafling sessions. ~ Prepared marketing
materials as well as investor roadshow presentation. Accompanied senior management on two week









Office of the Secretary of Defense at interagency and international forums. Served as the Action
Officer for the Fissile Material Cut-off Treaty, the UN First Committee on International Security
and Disarmament, and the UN Conference on Disarmament. Also worked on The Moscow 'l'réaty.
the Comprehensive Nuclear Test Ban Treaty, and the Strategic Arms Reduction Treaty.

» Assistant for Non-Proliferation, Department of Defense, Office of the Secretary of Defense, Office of
Non-Proliferation Policy. September 2001 ~ May 2002.
¢ Managed the development and implementation of nuclear non-proliferation policy and represented
the Office of the Secretary of Defense at interagency and international forums. Served as the Action
Officer for the Nuclear Non-Proliferation Treaty, the Fissile Material Cut-off Treaty, the UN First
Committee on International Security and Disarmament, the UN Conference on Dnaarmament
Nuclear Weapon Free Zones, and Radiological Weapons.

» Defense Fellow/Legislative Strategist, Department of Defense, Office of the Chief of Legislative
Liaison - Strategy, Army. February 2001 — September 2001.
e Conducted research on legislative issues and assisted with the implementation of the Army’s
legislative strategy.

» Defense Fellow, Department of Defense, Transition Team. Januaty 2001 — February 2001
® Researched candidates and assisted in the recruiting of senior civilian leadership positions for the
Department of Defense for the Bush Administration. Assisted senior transition leadership in
organizing the selection, interview, and vetting process of candidates.

» Director of Archives, Presidential Inaugural Committee. January 2001 — February 2001

e Collected, organized, and archived records of the Bush/Cheney Inaugural Committee for the
National Archives of the United States.

» Rescarch Analyst, Republican National Committee. September — December, 2000
» Junior Research Analyst. December 1999-September 2000

e Co-authored the Small Business and Environmental Chapters for The Gore Frles that analyzed the
Clinton/Gore Administration’s record on small business and environmental issues and contained a
detailed analysis of Vice President Gore’s congtessional record. The Gore Files was the principal
briefing book on Vice President Gore for the Bush/Cheney presidential campaign and its senior
staff.

e Researcher for the Bush/Cheney debate preparation team analyzing twenty of Vice President Gore’s
debates from 1988 to 2000 and the 1992 and 1996 presidential debates. Analysis included debate
strategy, tactics, media positioning, notable exchanges, candidate attire, stage layout, procedural
formats, and debate fundamentals.

e  Member of the get-out-the-vote (GOTYV) effort for Broward County, Florida. Ran the absentee
ballot chase program and assisted in the organization of poll watchers, volunteers, and phone baaks
and in the general implementation of the GOTV strategy.

e  Member of the Florida Recount team in Broward County, Florida. Participated in the counting of
election ballots and conducted research for court cases.

AWARDS:
e Superior Honor Award, U.S. Department of State, Afghanistan. 2006
e  Superior Civilian Honor Award, U.S. Army, Afghanistan. 2006
¢ Ciradel Symposium on Southern Politics Best Paper Award. 2000
e  American University Award for Outstanding Scholarship at the Undergraduate Level. 1998
o George C. Marshall Foundation Undergraduate Scholar. 1998
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WORK EXPERIENCE
DEPUTY DIRECTOR OF
ADVANCE

Californiaps for Schwarzanegger
Sacrarmento, CA

June 2006 - Jamuary 2007

SENIOR ADVANCE
REPRESENTATIVE
Office of Governor Arnold
Schwarzenegger
Sacramento, CA

February 2005 - May 2006

554 PRESIDENTIAL INAUGURAL
(I)M'I'TEE

Washington, D.C
December 2004 - February 2005

VICE PRESIDENTIAL ADVANCE
REPRESENTATIVE

Bush Cheney 04, Ine.

Aslingion, VA

July 2004 - November 2004

2004 G8 SUMMIT PLANNING
ORGANIZATION

Washington, D.C.
Seprember 2003 — July 2004

WHITE HOUSE PRESIDENTIAL &
VICE PRESIDENTIAL ADVANCE
November 2002 - Present

WHITE HOUSE INTERN
Office of Cabinet Affairs
May 2003 - September 2003
White House Management
January 2003 - May 2003

EDUCATION

Trave] the Upited States and intermationally for the Governor of
California. Plan and coordimate the movemens of the Governor. Work in
coordingtion with the Calfarnia Highway Patrol Governor's Protective Denail for
al] logisoes and movements of the Governor and his family. Choreograph and
design the event from start to fimsh Lead Advance Represemative oo sites
pmdn:anddmaﬂehmmuformevemﬁumhghnngmdmdmtob:ckﬂmp
and show flow. Brief the Governor upon amival at events, lead the Governor

through the eonire event

On internztional mavel, work with host country and the Governor's Protocel
Office on logistics and pre-advance meetings with foreign daleganons.

&sxtedmsemnguahasonbﬁ&ntht]om:&ngmmml&mﬂwon
Ingugural Ceremonies and the White House Responsible for planning,
coordinating and implementing the Swearing-in o{t:h: 554 Presidenris]
Insuguration. Served s the representanve for the Prosidendal Inswgwal
Commiuee 10 one of the entertsiners the First Family chose for the Inaugural

ceremoniss,

Worked with a team respomsible for the ploming, coordination and
implernentation of the Vice President’s visis during the 2004 election. Managed
and designed the vennes for the Vice President’s vmit Coordimated with rhe
Unitzd States Secret Service and White House Commmusnications weams to ensure
thet the Vice President’s messape was effectively commmnicared,

Conducted sie surveys an 68 properies; Worked wih Sea Island offxiak for
logistical planning for the President and foreign heads of state’s sccommodations;
Provided assistance with planning scheculing and logistical operatians for the Sous
Sherpa and Sherpa meetings; During the Summit acted as one of the advance leads
and protocol officers for the leaders program.

Volumeer as 2 member of the President and Vice President’y spaff advance team
on travel throughowt the United States.

Assisted in serving as the hakon berween the White House and the President’s
Cabiner; Provided adpministrative support to the Cabiner Secretary and Cabinet
Affairs smff; Responsible for providing day-to~day sdministrarive support 1o the
EmmeOf&eoftthmsﬁamwdd):WhmI‘hncsﬂff

BAYLOR UNIVERSITY, Waco, TX. 2002.

Bachelor of Business Adrinisravon Majored m Human Resource

at with 2 minor in Corporate Conummicanons.

Dean’s List Baylor University Chamber Of Commerce. Bear Coordinator. 2000 Bayler University Parade Chairman Studert

Government.
SKILLS/INTERESTS

PC, Maciowosh, Microsoft Works, Word, Excel, PowerPoint, Corel Draw, Windows 95, 98, XP and Internet proficencies
{Lexus- Nexus). Widlife photography. Travel Ezgle Scour.



AMY GREENAN

EDUCATION:
Hamilton College - Graduated May 2004, Major: Public Policy - Minor: Communication
Senior Thesis: "Hamilton College Faculty Satisfaction™
Annual Academic Scholarship: Chester Suida Schelarship

WORK EXPERIENCE:

Congressman Doug Lamborn — Legislative Assistant / Office Manager: Responsible for monitoring, informing, and advising the
Congressman on legislation, in addition to working with commitiee staff to develop legislation. Issues in my portfolio inchide:
Heaithcare; Small Business; Manufacturing; Social Security; Welfare; Pensions; Healthcare, Arte/ Humanities; and Women'’s
issues. Meet with constituents, lobbyists, other government officials, and siaff on a daily basis on behalf of the Congressman.
Write response letters to constituent mail on a variety of issues. As the Office Manager, 1 am responsible for maintaining the office
budget and Member Representational Allowance (MRA); creating and ensuring the office policies are followed; maintaining all
personnel and staff records; and posing as the liaison to the Congressman and the 18 staff members in both the Washington D.C.
and District offices. (January 2007- present).

Congressman Dave Hobson - Legislative Assistant: Responsible for closely monitoring and tracking legislation in my portfolio
including these issue areas: Environment; Labor; Welfare; Pensions; Social Security, Medicaid, Animal Rights; Postal Issues; and
Federal Employees. Provided the Congressman with summaries on legislation and submitted vote recommendations. [ wrote
several letters to constituents on a daily basis regarding legislation and various other constituent inquiries. On z daily basis, | met
with constituents, lobbyizts, association members, and other government officials on behalf of the Congressman, (February 2006-
December 2006)

Congressman Michael N. Castle - Scheduler/Executive Assistant: Responsible for scheduling all meetings, press conferences,
hearings, and briefings for the Congressman as well as scheduling meetings for the legislative staff; create and maintain clear
communication between the Congressman and the staff, other elected officials, and constituents. Provide the Congressman with
background material for all mectings and events. Provide assistance to the Congressman on a daily basis (January 2005-January
2006)

The White House Intergovernmental Affalrs Office - As an intern, | attended and summarized staff meetings, developed
background positions on key state level leadership, assisted leadership with 2002 election related issues, provided timely, reliable,
and useful infermation for the President regarding the 2002 gubematorial elections, helped to coordinate key White House social
events, attended speaker series to include presentations by Mr. Karl Rove as well as his subordinate directors, Secretary Tom
Ridge, Ari Fieischer, and President George W. Bush (October 2002-December 2002)

Senator Richard Lugar - As an intern, I provided legislative research regarding diverse issues such as gun control, the Armed
Forces and foreign relations, attended and summarized Legislative Consultant meetings with the Department of Veterans A ffairs,
addressed constituent issues relating to WMD and mternationat relations, developed summaries for both Senate and House
hearings, (relating to State Department Operations and U.S. Foreign Relations), assisted Senator Lugar’s Press Secretary, and
provided personal Capitol Hill briefings to key constitnents and political interest groups {August 2002-October 2002)

PROFESSIONAL DEVELOPMENT:

Congressional Research Service Seminars: Congress: An Introduction to Resources and Procedure, Advanced Legislative
Process Institute, and the Graduate Institute.

United States Decision Makers Course: “Conservation and Development in Tropical Couatrtes: Insights and Implications”
hosted by the Organization for Tropical Studies and the U.S. Fish and Wildlife Service in Costa Rica May 27- June 2, 2007.

OTHER WORK EXPERIENCE:
- -~ East'Tipp-& Buttle Ground Semmer Recreation - umpire for women's youth league (2000-2004)
Aerobics Instructor - International Sports Club (2002-2003), Hamilton College (2003-2004), Gold’s Gym (2002)




Hamilton College Athletics - assisted coaches and Athletic Director with administrative duties (2000-2002)

Purdue University Chemistry Department - Laboratory Assistant, supported doctoral students with dissertation related research,
(Summer 1997)

St. Thomas Aquinas — volunieer Religious Education Instructor (1998-1999)

LEADERSHIP ACTIVITIES:

Hamilton College Student Athletic Advisory Committee (SAAC) - organized diverse public events sponsored by the athletic
department and SAAC that promoted sportsmanship, respect, and academic integrity among student-athletes (2003-present)
Hamilton College NESCAC Representative - represented the New England Small College Athletic Conference; acted as liaison
between college and other schools affiliated in the NESCAC Conference (2003-present)

Hamilton College Softball Team Captain - promoted teamwork, cooperation, and flexibility (2003-present)

Hamilton College Resident Advisor - responsible for the safety and well being of 70 freshmen, sophomore, junior, and senior co-
ed residents; coordinated social functions; mediated conflicts between students; raised cultural awareness; posed as liaison
between students and the administration (2002-2003)

HONORS: .
NESCAC All-Academic Honors, Hamilton softball “Rookie of the Year,” Hamilton College NESCAC All-Academic Softball
Team, High School Valedictorian, National Honor Society, Member of Student Government (Secretary/Treasurer), Keyettes




Shanan L. Guinn

Professional Experience

U.S. Representative Nancy Boyda (D-KS), Chief of Staff 11/06 — 12/08

o]

Transitioned campaign operation to an official Congressional office.

o Managed 18 full-time staff and a budget of $1.3 million.

o Implemented pollcy and political goals of the office.

o Directed all office communicalions: franked mail; e-mail; constituent mail, and press
communications.

o Worked with campaign finance director to maintain call time and use legislative
achievements to assist fundraising communications.

o Developed policy for the office in the areas of immigration, voting reform and sthics.

Kathleen Sebellus for Governor, Depuly Political Director 6/05 — 11/08

o Revised scheduling operation, found talent and hslped (o streamline and more closely
align scheduling cperation to Governor's Office and Campaign communication and event
goals.

o Created and implemented national cutreach program to raise campaign money from
national donors; including researching and prospecting new donors and working with
current donors to expand donor list; raised over $500,000 in new money for the
campaign.

o |ncreased outreach te core constifuencies; developed evenis and strategies to drive
message; strategic guidance of canvass and phone bank outreach (o new and targeted
volers; ensured effective GOTV effort.

o Revised campaign web site and developed on-line fundraising and communication plan.

o Managed g™ Congressional District campaign office.

John Kerry for Presldent, Depuly Press Secretary for Operations 3104 — 11704

o As a member of the traveling staff, managed day-to-day operations of the traveling press
corps and press arrangemants on the road for local and natlonal media.

o Served as pool wrangler.

o Managed and direcled advance staff in the field.

o  All around troubleshooter and problem solver for logistical crises experienced on the
road.

Jasculca/Terman and Associates 7/98- 8/02
Dirgctor, Event Management Division 8100 — 8/02
Account Exscutive 7/98 - 7/99

o Provided strategic counsel, ¢risis management and other support to national and local
clients as they implemented event plans including stralegic audience outreach, logistical
arrangements and media coverage.

o Managed five staff members and additional part-lime staff as nesded to implement large-

scale events on behalf of corporate, civic and government clients.

Developed strategic documenits, including talking peints, fact sheets and briefing
materials. Conducled media relations and grass roots outreach to build public awareness
of and support for client events.

Developed and managed the logistics for a §,000-person lown-hall meeting to discuss
the first saries of plans for the World Trade Center Site in July 2002.
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o Team member on an award winning public affairs initiative for the Governor's
Commission on the Status of Women in lllinois.

o Developed and implemented a ten-day trip to Russia for the James Madison Council of
the Library of Congress.

o Worked in conjunction with the Office of the Mayor and other City of Chicago offices in
the planning and preparation of a ten-day, three city, 150-person official delegation trip to
China.

o Developed and pitched new client proposals.

Additional Professional Experience

The White House, Office of Advance 2/09 - present
Presidential Inaugural Committee, Deputy Director, Media Logistics, Whistle Stop Tour 12/08-1/09
Democratic National Committee, Legal Intern, General Counsel’s Office 6/04
Office of U.S. Senator Richard Durbin, Legal Intern, Judiciary Committee, Summer 2003
Clinton/Gore 1996 Primary and General Committees, National Advance Team 2/96 — 11/96
Office of Presidential and First Lady Advance, The White House 4/95—1/01
Education

University of Pittsburgh School of Law, Pittsburgh, P.A., J.D. 12/05
The George Washington University, Washington, D.C., B.A. 1/98

Admitted to the Kansas Bar (4/06); Admitted to the Washington, D.C. Bar (4/07)



EDUCATION

HARVARD LAW SCHOOL, ).D, 2008

Activities: HLS for Obama, Journal of International Law; South Asian Student Law Association; Prison Legal
Assistance Program; Public Interest Auction, Co-chair; Volunteer at New England Innocence Project
Henors: Presidential Management Fellowship Finalist; Kaufman Public Interest Fellowship

BROWN UNIVERSITY, B.A. International Relations with focus en Global Security, 2005
Study Abroad: Universidad Complutense & San Agustin; Madrid, Spain Spring 2004
Activities: Brown Daily Herald; Peer Community Standards Board; Domestic Abuse Advocacy Program
Honors: Winner of 2005-06 Brown Business Plan Competition; Winner 2005-06 and 2004-05 Brown Elevator
Speech Competition; Runner-up 2005-06 Entreprencurial Extravaganza Business Pitch Competition

WORK EXPERIENCES

Democratic Party of W1 (Obama Campaign), Voter Protection Deputy & Deputy Field Organizer, Milwankee, W1  Sep-Nov 2008
Coordinated voter protection efforts in Racine and Kenosha counties. Worked closely with government officials and community
members to ensure compliance with election laws. Organized GOTV and field efforts at the Milwaukee Area Technical College.

Kilpatrick Stockton, Summer Associate, Atlanta, GA Summer 2007
Assisted with defense of Guantanamo Bay detainees. Worked on public finance deals. Conrributed to legal briefs for litigation
department.

Innocence Project of New Orleans, Law Clerk, New Orieans, LA Summer 2006
Assisted with post-conviction relief litigation by interviewing witnesses, working with clients, and contributing to briefs. Investigated
innocence claims.

Lifesine Technologies, Providence, RI 2004-2005
Worked on starting medical device company. Partnered with doctor from RJ Hospital. Wrote business plan. Presented business to
investors and educational institutions. Researched medical, legal, and patent issues. Developed prototype.

R1 Public Defender's Office, /utern, Providence, R1 Fall 2002
Imerviewed clients concerning pertinent facts of case, criminal background, and financial status. Communicated with clients
regarding upcoming legal proceedings.

ACLU of Florida, Infern, Miami, F1. Summer 2002
Worked on restoring voting right to ex-felons. Managed rights restoration workshops. Trained volunteers. Researched pertinent legal
issues. Wrote press releases. Drafted correspondence. Advised ex-felons concerning proper legal recourse,

COMMUNITY SERVICE & LEGAL CLINIC EXPERIENCES

Harvard Human Rights Program, Harvard Law School 2006-2008
Worked on projects concerning prostitution, sex trafficking, prison conditions, and HIV/ATDS in India. Analyzed and made policy
recornmendations. Crafted advocacy strategies. Wrote legal memos and press releases. Parmicipated in fact tfinding mission in
Mumbai, India in January 2007.

Criminal Justice Institute, Harvard Law School 20072008
Represented clients in criminal and juvenile delinquency cases in Massachusetts courts. Argued motions, composed briefs, and
provided representation at trial.

Charles Hamilton Houston Cenfer for Race and Justice, Harvard Law School Spring 2007
Helped develop advocacy strategy to expand the writ of habeas corpus for Guantanamo Bay detainees and US prisoners.

Rotary International, New Delhi, India Summer 2004
Traveled to shelters for handicapped children both through Rotary International and independently. Researched costs, organizational
structore, and needs. Assisted with children during meals. Tutored in math and English.

LANGUAGES






General Dynamics Corporation Dates Employed: Jan/1997 — Sep/2001
3190 Fairview Park Drive, Suite 100, Falls Church, VA 22042-4513
Executive Secretary to the Vice President of Communications
Executive Secretary to the Senjor Vice President and General Counsel General Dynamics Corporation
Executive Secretary to the Staff Vice President and Associate General Counsel of General Dynamics
Corporation and General Counse] of the General Dynamics Corporation’s Marine Group

(Alternate for the Executive Assistant to the Chairman and Chief Executive Officer)

Designed, tested and implemented a comprehensive media and investor relations contacts list into a customized
database, which facilitated effective, continuous communication with key stakeholders. Assisted with writing and
proofreading the corporation’s Annual Report, which enhanced the company’s image. Volunteered to temporarily
manage a multi-million dollar company-wide real estate portfolio. Maintained a database, which tracked owned
and leased property. Ensured underground storage container program was funded and properly implemented and
in compliance with established regulations. Specifically modified real estate database to identify lease agreements
that needed to be renegotiated or terminated. By using data analysis tools I was able to make recommendations to
senior management. I prepared and distributed a corporate property guide, which proved to be a useful tool for
decision makers and lead to significant cost savings for the company. While this was a temporary professional
development opportunity for me, it eventually facilitated a seamless transition for a new position—Vice President
of Real Estate. In coordination with senior management, I secured $85 thousand to manage and coordinate the
Annual Technology Excellence and Patent Awards Banquet—an awards and recognition program that developed
over a three year period. Organized and administered corporate-wide meetings. In the absence of the Executive
Assistant to the Chairman of the Board and Chief Executive Officer (CEO), I provided support.

EDUCATION: . ‘

Master of Business Administration, Webster University, St. Louis, MO, expected 2009

Bachelor of Individualized Study, Business/Communications, George Mason University, Fairfax, VA, May 2001
Associate in Applied Science, Information Management, Community College of the Air Force, June 1996
Associate in Science, General Studies, Northern Virginia Community College, Alexandria, VA, May 1996

AWARDS:

Outstanding Civilian Service Medal Award, March 2007

The Office of the Secretary of Defense Medal for Exceptional Civilian Service, August 2006
Defense Meritorious Service Medal, December 1996

Joint Service Achievemnent Medal, June 1994 with 1 Device November 1996

Joint Service Commendation Medal, January 1993

Air Force Commendation Medal, May 1992

Air Force Achievement Medal, April 1989

Airman of the Quarter, November 1990, September 1990, December 1988

OTHER RELATED TRAINING:

U.S. Army Lean Six Sigma Green Belt Certification Training, In Progress — June 2007
PowerSteering System End User Training for U.S. Army, May 2007 (2 hours)

U.S. Army Lean Six Sigma Executive Leadership/Project Sponsor Workshop, April 2007 (27 hours)
Department of Defense Executive Leadership Development Program, May 2004 (480 hours)

Get Motivated Leadership Seminar, May 2004

Fred Pryor Seminars, How to Develop and Administer a Budget (0.6 CEU), August 2000

Fred Pryor Seminars, Management Skills for Secretaries, Administrative Assistants, and Support Staff: An
Advanced Seminar, January 2002

Participant, Hostage Incident Police Training Exercise, Certificate of Appreciation, November 1996
Noncommissioned Officer Professional Military Education Preparatory Course, August 1990
Administration Specialist Course (184 hours), Honor Graduate, March 1988

Basic Military Training (Squad Leader) U.S. Air Force, Lackland Air Force Base, Texas, 1987









Prolegsional Experience

Assistant Secretary of the Air Force

Financial Management & Comptroller (SAF/FM)

1130 Air Force Pentagon, 4D762

Washington DC 20330

(703)697-1974

Special Assistant 1/07 — present

s Serves as the principal advisor on matters pertaining to a wide variety of functional areas, policies, procedures,
initiatives, short and long-range planning

Advises the Principal Deputy Assistant Secretary in developing financial management transfonnahon efforts
Plans, directs and executes business liaison operations

Plans, organizes and manages front office adminisiration and executive support services activities

Enhances morale and readiness using multilateral channels of communication to educate and inform the force
Performs analytica} administrative functions

Assistant Secretary of the Navy

Financial Management & Comptroller - ASN (FM&C)

1000 Navy Pentagon 4E665

Washington DC, 20330

(703) 697-2325

Confidential Assistant 5106 — 1/07

» Interfaced with high-level personnel in all branches of the Navy, povernment, industry and Congressional
offices concerning all matters under the cognizance of the Assistant Secretary

e Composed and/or reviewed a variety of material such as reports, letters, memos and speeches

» Scheduled appointments, meetings, travel, conferences and social commitments and addresses conflicts

» Instructed subordinate offices, collected data, resolved procedural and administrative problems and briefed the
Assistant Secretary on the status of staff assignments

s Received staff assignments of a special critical nature, evaluates and deterrnines the value and reliability of
information, extracts pertinent information and complies into & format for use by the Assistant Secretary

Consumer Product Safety Commission (CPSC)

4330 East West Highway

Bethesda, MD 20814

301-504-7066

Executive Assistamt 2/06 — 5/06

» Reviewed proposals, action documents, correspondence and other documents for Chairman’s atiention and
provided summaries, option recommendations and/or assessments regarding disposition

o Prepared draft responses and policy statements on behalf of the Chairman based on firsi-hand knowledge,
Chairman’s positions on issues, policies, new programs, etc.

s Coordinated internal administration of the office and assured that scheduling, travel arangements, meeting
arrangements, etc. were properly coordinated

s Maintained awsreness of important developments, which affected the policies and programs of the
Commission in order to reflect these in speeches written and to provide assistance ta the Chairman

» Monitored developments in the public affairs and media relations’ fields that had bearing on vital issues

s Worked with labor organizations, consumer groups, public health organizations, and women’s organizations









CORE CAPABILITIES

«  Administration
s Staff Management and Prioritization
e  Group Leadership

EXPERIENCE
Analyst I, Irving Burton and Associstes/Axiom RM April 2006 — Present

«  Provide direct support ta Assistant Secretary of Defense for Health Affairs (ASD (HA)) in senior executive
assistant capacity. :

»  Responsible for handling sensitive and confidential priority policy assiguments and projects of great interest and
concern to the ASD) (HA), Congress, and Secretary of Defenge,

*  Fregquently communicate, coardinate, and liaise with staffs of Congressional committees and offices, White
House staff, staff of the Immedtate Office of the Secretary of Defense, Under Secretaries of Defense, Assistant
Secretaries of Defense, officials of the Military Departments, and Managed Care Contractors on 2ll matters
relating to operations and policies of the Office of the ASD (HA).

»  Efficient in providing prompt responses for time-seusitive assignments requiring research, quantitative and
qualitative analysis, assessment and conducting and making recommendations for a wide range of programs,
issues, and related matters to the Military Henlth System.

»  Manager for all support matters of the immediate office of the ASD (HA).

s Responsible for developing internal policies and procedures, guidelines, instructions, and forms, pertaining to
management of workflow, workload, and resources for the immediate Office of the ASD (HA).

s Assess prografn operation matters to assure maximum efficiency and effectiveness, and formulate changes and
improvements as necessary or appropriate.

»  Assist in preparation of testimony, brefing papers, epeechesg, and correspondence for the ASD (HA).

Analyst, Irving Burton and Associntes April 2004 — April 2006

¢  Provide document management support to the Office of the Assistant Secretary of Defense for Health Affairs
(HA) and the TRICARE Management Activity (TMA).

» Review, edit, revise, and prioritize senior executive level correspondence and Congressional documents.

s  Utilize document management system to streamline and facilitate the flow of documents, track activities
associated with documents, and archive official documents in a central repository.

s  Serve as liaison between HA/TMA and other components within the Office of the Secretary of Defense (OSD)
concerning document management and correspondence tracking.

»  Prepare reports for senior leadership to manage correspondence requirements, coordination actions, and
operational tasks. Evaluate trends and submit analysis to senior leadership,

s Support immediate Office of the ASD (HA) staff with all other administrative needs as necessary,

Corporal, United States Marine Corps April 2000 - April 2004
Liaison Section Chief - Corporal (E4) executing position billeted of Staff Sergeant (E6)
»  Supervised 13 Marines providing managerial support, all iechnical and tactical training, personnel

evaluations/gnidance, equipment needs/maintenance, physical treining plans, and personal/financial
recommendations.









Other Experience
Sales Associate, Kaufmann's Department Store * Receptionist/Switchboard Operator, Vincentian Sisters of Charity













U.S. House of Representatives, Office of Congressman Mark Souder (R-IN), July
1995 to April 1998. Senior Advisor. Assigned to the Committee on Government Reform
and Oversight, covering illegal narcotics, international security and criminal justice
issues. Responsible for the Family Caucus, welfare, social issues and drafting of a
monthly legislative bulletin for constituents on current domestic issues in the Congress.

U.S. House of Representatives, Office of Congressman John Shadegg (R-AZ),
January to March1995. Chief of Staff/Legislative Director. Responsible for hiring staff,

- general office management, coordination between the Washington, D.C. and the district

office, member scheduling and overseeing all legislative duties and correspondence.

House Republican Study Committee, June 1993 to January 1995. Senior Policy
Analyst. Duties included tracking and researching legislation on foreign affairs, defense,
intelligence and veterans issues; preparing and issuing analytical papers on a range of
current topics; responding to information requests from RSC members and staff,
organizing briefings for members and staff and liaison with outside organizations.
Handled select projects for RSC Chairman Congressman Dan Burton (R-IN).

International Freedom Foundation. March 1990 to May 1993. Senior Analyst.
Monitored events in Africa and U.S. Government policy in sub-Saharan Africa. Briefed
Congressional staff, developed media and government contacts. Coordinated
governmental, media and think-tank meetings for visiting foreign dignitaries. Prepared
and delivered testimony before the House Foreign Affairs Committee. Published opinion
pieces in the Wall Street Journal, the Christian Science Monitor, Defense News, and the
Journal of Commerce, and engaged in public debate in various fora, including the
Council on Foreign Relations, Brookings Institution, the Jesse Jackson Show, and the
Voice of America. Accredited observer to Angola's first elections in 1992.

Vance, Joyce and Carbaugh, 1986-1990. Consuitant. Responsible for drafting and
promoting legislation on behalf of clients, primarily in the defense sector, and lobbying
Congress and the Executive Branch. Organized and planned Capitol Hill staff foreign
policy/defense strategy luncheon group, featuring speakers on current political issues.
Prepared quarterly activity reports on Congressional efforts for an industry-supported
defense industrial base coalition. Promoted and helped draft legislation and secure
passage of a defense industrial base bill in the Senate Armed Services Commiittee.

Black, Manafort, Stone and Kelly, 1987-1989. Consuitant. Responsible for advising
UNITA, the Angolan resistance movement, on U.S. government policy relating to
Angola; educating and informing government officials, interest groups, and journalists of
issues affecting Angola; mobilizing public opinion in support of U.S. foreign policy
objectives towards the country, and devising legislative strategies in pursuit of those
objectives. Drafted and assisted in enactment of Senate restrictions upon release of
United Nations funds to peacekeeping forces in Southwest Africa following conclusion of
the 1988 Brazzaville Accords.

United States Senate, Office of Senator Steve Symms (R-ID), 1980-1985. Legislative
Assistant for budget and national security issues (1983-85). Responsible for legislative
support duties covering the Budget Committee, including development of alternative
federal budgets. Prepared floor statements and speeches on legislative initiatives in
assigned areas. Devised a successful strategy to repeal the 1975 Clark Amendment,
which prohibited U.S. covert programs in Angola. Worked with public and private



entitiea to generate support for the Senator’s legislative agenda. Observer to El
" Salvador's 1983 elections.

Legislative Corespondent and Assistant to the Legislative Director. 1880-1883.
Responsible for constituent correspondence, research and related legislative support on
environmental, energy, and agricultural issues.

U.S. House of Representatives, Office of Congresaman David Satterfield (D-VA).
1980. Staff Aide and assistant to the Chief of Staff. Handled incoming calls and

constituent requests, drafted correspondence and provided administrative support to the
Executive Assistant.

Intermational Systems, Inc. Atlanta and Washington, D.C. 1978-1980. Marketing
Representative. Marketed federal grant-writing services to prospective cllents; prepared
research and tailored data packages for prospective clients; scheduled and participated
in nationwide marketing trips; prapared and provided presentations to local

- governmental entities on the firm's services.

Educational Background:
M.A., Georgetown University, National Security Studies, 1887.
B.A., History, Univarsity of North Carolina at Chapel Hill, June 1878.

reasd




¢« Effective writer, analysr, and public speaker.
» Experrise in 2 broad range of nationai security and foreign policy issues.
¢+ Extensive civic involvement ar the local, state, and national level.

EXPERIENCE

Office of the Secretary of Defense

Speechwritar Director of Resvarch, OSD Writers Graxp 2002 - Present

s Write remarks for the Secretary of Defense including speeches, opening sratements for press briefings,
talking points, and sections of Congressional testimony.

» Research issues of subsrantial breadrh and depth befote they hit the news and often before policy,
intelligence, or operations experrs have the chance to put together briefing papers or fact sheets, track
down informartion from @ variery of sources, analyze it, and disrill its essence for use in the Secrarary's
remarks. Faced with extremely short deadlines (sometimes less than 10 minutes), yet consistently
produce work That is considered technically authoritative.

*» Traveled with the Secretary ro Guam, japan, Okinawa, the Republic of Korea, Kuwait, Singapore, and
Bangladesh. Dwafted and edited remarks en roure.

+ Regularly shepherd Congressional tesrimony and major policy speeches for the Secrerary through more
than 20 rounds of edits, coordinate teviews by the Joint Chiefs of Staff, the Narional Security Council,
intelligence agencies, senior DoD officials, and rhe Office of Management and Budget, negotiate changes,
de-conflict inconasistent information across multiple drafts, and translare complex policy details and
budger dara into language easily understandable to the lay readee/listener.

s Provide daily in-deprh and on-the-spor reseacch and fact-checking on defense issues for speeches by the
Presiderdr and Vice Peesident.

» Researched and wrote a comprehensive fact sheet - “Operation Enduring Freedom: One Year
Accomplishments” which appeared on rhe fronr page of rthe White House websire,

s+ Created an internship program for Caders and Midshipmen from Secvice Academies and local ROTC
umits, Established relationships with the universities and recruired, interviewed, trained, and supervised
25 imterns.

Global Horizons, [ne. & [AYCOR

Research Analyst and Profsct Coordinator 1997 - 2002

o Performed research, analysis, writing, project coordination, and budgeting for arms control and missile
defense related contracts for the Depactment of Defense including srudies on the refarionship between
strategic offense and defense, the impact of arms control and non-preliferarion agreements on target
misgiles for missile defense tesring, interdisciplinacy rrends and technolopy tssucs affecniag the arms
control environment in 2015, and ABM Treary negoriations, missile defense rechnology, and rreaty
compliance.

*+ Prepared comprehensive briefing books on srrategic policy issues related to China, Russia, and Georgia.

*» Researched ao0d anzlyzed proliferation issues for 2 presentation on “Friendiy Countries and Missile
Proliferation: Dealing wirh Different Perceprions” foc the Rumsfeld Commission on the Ballistic Missile
Threat to the United States.

« Researched 2 myriad of topics for Ambassador David J. Smith for articles, briefings, presentarions,
Congressionz! restimony, as well 2s governmenr and private industry contracts on issues such as
U.S.-Russian relations, China and the WTO, narional and theater missile defense, European politics and
securiry policy, ballistic missile proliferation in Iran, Nocth Korea, India, Pakistan and China, recrorism,
the histoey of the ABM Treaty, and military sales ro Taiwan.

» Wrote Plan of Action and Milestones, consulrant rasking letters, and monthly progress/cost reports, as
well as secrions of proposals, briefings, and final reports for several conrracts.

Senator Jon Kyl

Legirtative Corraspondent{ Press Asristant 1997

» Conducted extensive research for briefing papers and speeches during the debare over the rarificarion of
the Chemical Weapons Comrvention.

» Wrote Senator Kyl's weekly newspaper column thar wae disrribured 1o 2ll Arizona newspapers.

s. Reiponded to constituent letters on defense and foreign pelicy issues,









Education

Oct 2003 = Jul 2004 University of Cambridge Cambridge, Untied Kingdom
e M.Phil in Intemnstonal Reladens
s Gradusted with a distinction in examinadons, invited to retumn for Ph.D.

Aug 1999 — May 2003 Georgetown University Washington, DC
»  B.S. in Foreipn Service, Cum Laude, 3.67/4.00 GPA
#  Led B0+ members of the Deffa Phi Epsilon Professional Foreign Service Fraternity as President
»  Managed 100+ students on 3 annual work-service trips to Appalachia gs segvice organization president
s  Top graduate from Air Force Officer Training (1 of 10)

Work and Leadership Experience

Aug 2008 — Pregent: Assistant Nadonal Veterans Director, Obama for America Chrcago, IL; Washington, DC
Asaistant 10 National Security Spokesperson, Presidential Transition Team

= Researched sensitive netional securiry issues of media interest; alerted spokesperson to intemational developments

Promoted to paid staff within 6 weeks ahead of campaigners w/ 4 months more experience

Synched grassroots supporters with campaign staff in all 50 states — united efforts multiplied voter contact

Led New Mexico vererans outreach; interviewed by 13+ press ouders—decreased margins 13 ps in GOP coundes

s Increased Navajo vorer participation 25%; personally tasked by state director to manage paid canvassers

»  Coordipated 30+ admirals, generals, distinguished vers for pre-debate events. Developed a novel approach 1o
march speakers to voter markets. Given task by Richard Danzig, former Secretary of the Navy,

Oct 2007 — Aug 2008: Flight Commander, Natonal Security Agency Fort Meade, MD
&  Led 75+ personnel gatheriag intelligence supporing the Afghan and Iraq Wars and the Natdonal Security Agency
s Motvated subordinates to design, produce original analysis products — new intel drove 50+ aracks againsy Taliban
o Awarded Intellipence Officer of the Year (1 of 5)

Aug 2006 — Oct 2007: Analyst and Section Lead, Joint Interrogation Center Baghdad, Irag

s Tdentified and nominated highest-threat terronsts and insurgents for prosecution in Iragi coutts

s [ed znalysc team to recover missing US military personnel. Personally brefed farnily on case srarus. Guided
nterrogation direction znd developed new intellipence sources. Freed demined Iragis & facilicated capture of others

¢ Developed a report on foreign fighter infilragon for US Ambassador to Iraq and Iragi Foreign Ministry

#  Fused data on 25K+ detainees; directed design of empirical analysis 1ool8 — proved correlations between detention
practices and insurgent recruitment trends — results briefed to Gen Petraeus and US caprure paradigms changed

s Selected by commander zs top 10% of peer group

Aug 2005 - Aug 2006: Executive Officer & Watch Officer Osaw AB, South Korea
®  Suvperviscd threar waming team during North Korean missile crisis; missile lavnch irnmediately ID'd, 3-star general
promptly informed, Korea-based American forces and President Bush alerted
»  Assisted commander in unit administration, and subordinate evaluation. Chosen ahead of 1en other peers.
»  Implemented first-ever analysis of North Korean leadership and potendal war-rime practices. Briefed to general.
s Managed multipls unit programs during critical inspecton - squadron awarded coveted “Excellent” rating

Aug 2004 — Aug 2005: Executive Officer & Student, Intelligence Offices Training Goodfellow AFB, TX
s Top graduate out of a class of 20 and given toughest assignment available
»  Chosen by commander from 150+ students as personal aide, orchestrated squadron project assignments

Skills, Interests, and Other Accomplishments

s  Ironman Tdathlete; completed 8 marathons, including Boston 2005 and Great Wall of China 2006
»  Bicycled across the United States for Catholic Relief Services in 2003
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Secretary to Vice President, General Counsel and Corporate Secretary (1980 - 1992)

Provided a broad combination of administrative and secretarial assistance. Assisted with administrative
and logistical duties relative to the corporation’s Board of Trustees meetings, including coordination of off-
site meetings, preparation of meeting materials and committee reports; coordination of trustee expense
reports and quarterly payments; processing of new trustee paperwork. Interfaced directly with Trustees
and Corporate Officers in support of the Board of Trustees meetings and committee meetings.

COHEN BROWN MANAGEMENT GROUP, INC., 9200 Sunset Bivd., Ste. 609, Los Angeles, CA 90069
1989 — 1990 —~ Executive Assistant to the Chief Executive Officer

Provided confidential administrative assistance and support to CEO of management consulting firm for the

- financial services industry. Screened large volume of telephone calls, took detailed messages, relayed

information to CEO, and referred as appropriate; heavy dictation and transcription utilizing shorthand,
recorder and direct input into computer; coordinated extensive travel arrangements (domestic and
international) and seminar logistics; coordinated speaking engagements, teaching seminars, and social
events; prepared proposals, contracts, program teaching materials, curriculum and correspondence.

ISC DEFENSE & SPACE GROUP, 1299 Ocean Avenue, Ste. 200, Santa Monica, CA 90069
1986 — 1989 — Executive Assistant to the Chairman of the Board

Provided confidential administrative assistance to Chairman/CEQO of international defense and aerospace
holding company. Managed incoming correspondence, including preparation and distribution of replies,
responded for CEO when appropriate, tasked correspondence to staff as appropriate; managed CEO'’s
personal checking account, payment of personal bills and maintenance of personal residence; acted as
Office Manager coordinating office services, supplies, phone service, and secretarial support. Coordinated
Board meeting logistics and materials, prepared Board minutes; coordinated extensive international and
domestic travel, prepared expense reports; coordinated calendar appointments and social events; prepared
meeting minutes, business plans and monthly reports; interfaced with Board of Directors, Corporate
Officers, including presidents and vice president's of five subsidiary companies; visiting congressmen and
government officials; industry executives.

EDUCATION

- Meeting Planners Certificate Extension Program, UCLB, 1989
- Graphic Design/Visual Communications Extension Program, UCLA, 1984-1985
- Santa Barbara City College, 1971-1872

SKILLS
- Typing ~ 80/90 WPM, Shorthand — 70/80 WPM

Proficient with PCs and MAC Computers
Proficient with Microsoft Office: Outlook, Word, PowerPoint, Excel, Adobe Acrobat

PROFESSIONAL MEMBERSHIPS

International Association of Administrative Professionals (IAAP)
Top Side Aviation Club

AWARDS

Secretary of Defense Exceptional Public Service Award (2003)
AFA’'s SAF/AQ Hero Award (2008)















judge’s travel plans and itinerary, speech commitments, social
obligations, and other high-priority demands.

1999 - 07/02 - Judicial Administrative Assistant to federal G |
) U.S. Diastrict Court for the District of Columbia, 202-354-3440

In this position, I was the judicial administrative assistant to
the judge and worked in her chambers with two law clerks. I managed all
the daily administrative tasks to include: making sure the judge was
prepared for trials or court actions by preparing the necessary
paperwork for trials or any couxt actions. After a trial, prepared the
judge’s jury instructions which required intense and expeditious
preparation.

Maintained and had full responsibility for the judge’s calendar.
Worked closely with the court clerk on calendar matters to ensure there
were no conflicts. Scheduled conferences, meetings, and appointments.

Made all travel arrangements, to include airline and hotel
reservations and prepared travel vouchers at the conclusion of all
travel.

Voted the judge’s votes in a CADs system recently ingtalled in the
court.

4-1999 - Executive Assistant to the Ganeral Counaeli i .
| Department of the Army, Pentagon, Washington, DC (GS 10)

Assisted and prepared numerous correspondence to the White House
and to Members of Congress.

Provided administrative and clerical support to the SES deputies
and OGC staff.

Handled Executive Officer actions in his absence.

Extengive skille in office management, communications, and public
relations.

Expertly managed daily operations and adept in diplomatically
dealing with people and promoting good public relations,

Coordinated weekly Significant Activities memorandum for the
Secretary of the Army, which ultimately went to the Secretary of Defense
and the White House.

Maintained leave and absence calendar in Calendar Creator Plus for
the Office of the General Counsel.

Completed special assignments and drafted correspondence using
knowledge of programs and GC’'s views and references to respond to
inquirieg and requests for information.

Worked independently and followed through with requirements with
minimal guidance.

Adjusted tc emergency situations and changing priorities by using a
high degree of judgment and initiative in interpreting and adapting
guidelines.

Identified and resclved variocus problems and situvations that
affected the orderly and efficient flow of work in transactions w1th
parties outside the organization.



Exercised considerable judgment in applying guidelines and used
precedence to resolve new, unexpected prcoblems - fregquently in time-
critical, sensitive situations.

" Coordinated the schedule of the General Counsel, in conjunction
with the Secretary of the Army, the Assistant Secretaries of the Army,
and the Principal Deputy General Counsel and Deputies General Counsel.

Organized and coordinated office functions.

Provided technical expertise and advice concerning procedures and
format for the processing of all actions.

Contrelled signature items with an internal log.

Reviewed correspondence and reports prepared by technical staff and
profeasionals.

Arranged transportation, ledging, meals, rental vehicles,
itineraries, agenda, and other matters essential to the success of the
General Counsel’s TDY trips.

Gathered necessary information and prepared travel vouchers upon
completion of travel.

Established procedures to assure safeguarding of classified
information.

Organized a luncheon for a Norwegian delegation of high-ranking
individuals.

Scheduled a Pentagon tour, a luncheon, and a meeting for a 15-
member congressicnal Philippine delegation with no advance notice.

Prepared correspondence and reports using knowledge of office
automation equipment capabilities and software features, currently
Windows 97.

Edited and reformatted drafts of lengthy reports using word
processing software features,.

Took notes dvring telephone conversations and other dialogues as
requested by the General Counsel. In one instance, the GC called me at
home on a Sunday afternoon and dictated speech notes he was about to
present while he was out of town. On other instances, he would dictate
notes or changes to speeches he was about to present from TDY locations.

Prepared from 150-200 invitations for the annual OGC Open House.

Kept up to date on computer technology; specifically in Microsoft
Office *'97, Calendar Creator Plus, Microsoft 6.0 for Windows, Microsoft
Exchange, and the Internet.

Attended Beginner and Intermediate PowerPoint Class in Marxch 1998.

02/90-1554 - Becretary/Stencgrapher to the
2l Assistant to the Inspactor Gensral [§
_u%lnapartmant of Dafense, Arlington, Virginia

Provided secretarial and administrative support to the Executive
Assistant and Special Assistant to the Inspector General. Assisted in
developing, coordinating, and implementing the master work schedule.

Maintained supervisor'’s calendars and coordinated dates of meetings
and conferences, in addition to other perscnal commitments pertaining to
supervigors’ official role.

Maintained the IG conference room calendar ensuring there were no
conflicts.



Conferred with superiors frequently and kept abreast of new
aggignments and projects that required scheduled or rescheduling
congideration and, asg directed, took necessary action.

Served as intermediary between the Executive Assistant and Special
Asgigtant for those who made demands on their time, te include Assistant
Inspectors General and subordinate-level staff members. Screened calls
and visitors, persocnally providing information or assistance based on
understanding of current IG policies, project status, security
requirements, and the personal wishes of the Executive Officer and
Special Agsistant to the IG. Kept informed of the gtatus and order of
priority of projects in those areas for which the Executive Assistant
and Special Aseistant were responsible, handling inguiries regarding
such projects in a knowledgeable and efficient manner.

Screened correspeondence, ensuring that only those matters requiring
their persconal attention were referred. Devised and maintained control
records for items coming in for IG’'s signature and for matters in
coordination with other offices and follow-up to expedite action or
agcertain status. :

In the absence of the IG and Deputy IG secretaries, served as
alternate secretary providing clerical and administrative support to the
IG staff.

Dealt with Congresas, senior Federal, judicial, and industry
officialg, dignitaries, and the prees.

Composed routine correspondence for the IG staff.

Tock and transcribed dictation using knowledge of Gregg Shorthand
or trangcribed taped dictation in the form of correspondence, memoranda
for record, and narrative reports on sensitive and administratively
confidential matters.

Made travel arrangements for the Executive Assgigtant and Special
Asgistant to include planning for domestic and overseas travel. Assisted
in the development and refinement of itineraries, prepared travel crders,
gecured reservationg and ticketas, ascertained that passports and visas
were in order, assisted in the development of necessary trip reports, and
generally assisted in related administrative support work.

Maintained an effective office filing system.

Establighed and maintained a directory of all superiors contacts,

thelr current business addresses and phone numbers.

11/87-02/90 - Legal Secretary/Sten

(Military and Civil Affairs) [

her to the

ST

Deputy General Counsel
@s-nw

I was a legal secretary to the Deputy General Counsgel (Military and
Civil Affairs) (a Senior Executive Service (SES) equivalent to a two-
star general) .

Provided adminigtrative support to include answering phones and
either referring the call to the proper attorney and other offices as
necessary, or handling those that I could, routine correspondence and
case referrals.

Maintained supervigor’s calendar and reminded him of scheduled
events. Ensured accurate scheduling without conflicts and kept calendar
current., Ensured timing and follow-up on appointments and commitmeénts,
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Prepared travel orders and travel vouchers. Made travel
arrangements, to include reservations and tickets.

Proofread all drafts submitted to supervisor for signature by the
General Counsel; reviewed for proper format, typographical errors and
miggpellings, and compliance with regulations.

Took dictation (Gregg Shorthand) in the form of ocffice memorandums,
notes, correspondence, and telephone calls.

Dealt with officials of the Department of the Army, Department of
Defense, the Congress, private industry, state and local governments.

Since Mr. Peck was the ethics counselor for the Department of the
Army, as his secretary, I monitored the submission of SF 278s (Financial
Disclosure Statements) and also maintained and coordinated DD Forms 1555
(Confidential Statement of Affiliations and Financial Interest). This
involved setting up a computer listing of all persons required to file
and monitored suspense dates. Also ascertained the completeness of the
forms and returned those that required additicnal information. Mr. Peck
was also the author of The Ethics Counselor newsletter which I typed,
coordinated the printing of, maintained a mailing list for, and made
distribution of such.

09/87-11/87 - Seacretary/Stenographer and personal assistant to the
Aassistant Director for Maintenance Management in the Office of the
Deputy Chief of Staff for Logistics (Supply & Maintenance), a Senior
Execu;f;; Service (SES) equivalent to a one-star general officer
@s-ov) )

I was in this position for only two months and then accepted a GS-8
position that I had applied for prior to taking this position.

- Received phone calls and visitors to the office.

- Received and handled correspondence directed to our office.

- Maintained suspense record and followed up to ensure actions were
completed. Maintained other suspense logs such as Early Birds, notes
from the Deputy Chief of Staff for Logistics (DCSLOG), high interest
cases, Officer Efficiency Reports (OERs), CPAs, etc.

- Maintained superior’s calendar of appointments, meetings,
conferences, etc.

- Made travel arrangement to include preparing travel orders and
travel vouchers.

- Reviewed all correspondence submitted for superior’s signature.

- Performed a variety of administrative duties in connection with the
office.

- Assisted the secretary to the Direct, Supply & Maintenance (a two-
star general officer).

Returned from 6-year overseas assignment in Germany - July 1987

Commander-Maneuver/Community Commander (One-star general officer)| (GS-7
.,

02/85-07/87 - Secretary/Stenographer to the Assistant Divieion ﬁ]
)



I was secretary to the Assistant Division Commander-
Maneuver/Community Commander (General Officer) in the Mainz Military
Community Command Section. This was a very fast-paced, high-pressure
office.

- Provided administrative services to the Commander. Received all
visitors and telephone calls to the Commander. Referred important
matters or important visitors to the Commander or his Deputy Commander;
took messages for their attention or made later appointments for
visiters. Determined matters which could be handled by subordinate
divisions and referred them as appropriate. When high-ranking officials
and dignitaries visited or had appointments, assisted them in placing
calls and performed other duties as requested by them.

- Maintained the Commander's calendar in coordination with the aide-
de-camp to include tactical, community, and personal commitments and
scheduled appointments, conferences, and meetings.

- Ascertained that the Commander was fully briefed on matters to be
considered before the scheduled meeting and applied own initiative when
regearching files and records to provide all background information
needed for the conference. When necessary, attended meetings and
prepared reports cof proceedings.

- Received incoming correspondence, reports, directives,
instructions, etc. Screened out those I could personally handle and
took necessary action or referred others accordingly. Initiated routine
correspondence. Drafted replies to general 1nqu1r1es, endorsements, and
Star Notes for the Commander's signature.

- Searched for, assembled, and summarized information as required
from files and documents as requested by the Commander or in
anticipation of the Commander's needs. Maintained suspense control
records on the status and suspense of correspondence for the Commander
and followed up.

- Reviewed documents prepared for signature of, or requiring
coordination by the Commander for conformance with regulations, grammar,
format, and special policies. Called deviations to the attention of the
originator and returned communications for correction as necessary.

- Asgisted staff members in.the procedural aspects of expediting the
work, including assigning work to clerical help to take care of
fluctuating work load, explaining report requirements and informing and
instructing clerical personnel concerning procedures for preparation of
correspondence.

- Made necessary arrangements for travel, arranged schedules of
vigits, notified organizations and officials to be visited, made
regervations, kept in touch with aide-de-camp en route, requested travel
orders and submitted travel vouchers and reports following trips.

- Worked closely with the aide-de-camp with all coordination in the
office and while "in the field."

- Took and transcribed dictation, which included a variety of
material, to include sensitive NATO debriefing after Warsaw Pact
Exercise in East Germany (40 typewritten pages). This note taking
involved very technical military language (specifically mechanized
infantry jargon). Was also exposed to specialized terminology common to
- the operatioms and the adminiastration of a military community in' an
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overseas environment. Was responsible for transcribing and typing
dictation into letters, endorsements, messages, instructions, narrative
or statistical reports and other records. Material was typed in final
form with responaibility for sentence structure, grammar, and spelling.

- Wrote resumes of conferences and furnished copies to action
officers. Followed up on projects resulting from conferences or
meetings that had the particular interest of the Commander to ensure
that schedules/deadlines were met

- As a confidential assistant [ l established
and maintained classified and private files of correspondence and
documents concerning classified subjects, pending investigations,
subordinate personnel, effectiveness reports, and gsimilar subjects,.
Safeguarded classified material. Was Telephone Control Officer for
about a year before the function was moved to another office.

NOTE: This position was a GS-6 position when I initially went into it.
However, sBince the job was reclassified to a GS5-7 a few months later, I
am treating it as one job for the purpose of this application.

* Although Brigadier General Glynn C. Mallory, Jr. was the general who
initially hired me, he was followed by Brigadier General Craig H.
Boice and Brigadier General Timothy J. Grogan.

84-02/85 - Becretary to the Chigf School kdministrator@
} .\ Frankfurt, W. Germany| (GS-06)

This position was that of secretary to the Chief School
Administrator in the Chief Scheeol Adminiastrator's Office, which
congisted of four persons: Chief School administrator, Business Manager,
Computer Specialist, and Excepticnal Children Coordinator. Because of
the nature of their jobz, these persons were always out of the office
vigiting the 21 schools in the Frankfurt, Germany, area, leaving me to
handle the office in their absence entirely alone.

- Receilved telephone .calls and vigitors, giving them pertinent
information.

-~ Maintained a suspense log and telephone log.

- Kept supervigor's calendar and scheduled appointments and
conferencea, made sure that supervisor was fully briefed on matters
before scheduled meetings.

- Received requests for statistical infeormation concerning
supervisor's programs. Advised when the material could be furnished and
prepared it perscnally or followed up to see that it was prepared by the
supervisor's staff within the specified time.

- Made arrangements for conferences, including space, time, people,
ete.; attended the meetings and prepared report of the proceedings.

- Received incoming correspondence, reports, instructions, etc.
Screened out those items that could be handled perscnally, forwarding
the rest to the supervisor or the subordinates, together with necessary
background material.

- Drafted replies to general inquiries not pertaining to a
gpecialized program.




- Maintained control records on atatus and suspense of
corresponderice; read cutgoing correspondence for factual correctness and
adequacy of treatment, calling deviations to the attention of the
originator.

- Assisted supervisor’'s subordinatea (principals of the 21 schools
which comprised the Frankfurt administrative area) in the procedural
aspecta of expediting the work, including such matters as shifting
clerical help to cope with correspondence of a nontechnical nature.

- Made all necessary arrangements for travel, arranging schedule of
vigits, making reservations, keeping in touch with the supervisor en
route, submitting travel vouchers and reports.

- Typed a variety of material from rough draft including material
presenting problema of spacing, paragraphing, columnar arrangements,
etc. Composed and typed routine correspondence from brief verbal or
written notes.

03/83 - 09/84 - Secratary/ﬂtan% ¥
Support Group, Command Sectiontf

Military Community, Stuttgart,

Eth Area
A Stuttgart

This position was that of secretary/stenographer for the Commander,
6th Area Support Group, who was also Deputy Commander of a very complex
Greater Stuttgart Military Community {GSMC) which contained six sub-
communities.

- Was secretary to the Commander (Major General) that pertained to
his role as Commander, GSMC. Maintained his calendar and arranged for
meetings and appointments while he was at GSMC., Dealt with higher
headquarters, VII Corps staff, in coordinating time management and
telephone conversations. Dealt with the Secretary to the General Staff,
Chief of Staff, Deputy Chief of Staff, and sometimes the Commanding
General's staff in coordinating meetings and briefings.

- Routinely scheduled appointments, conferences, and TDYs for the
Deputy Commander. Was the key link in the flow of information between
the Command Section and staff elements throughout the command.

- Handled telephone callers and office visitors daily. In some
cases, had to quickly discern whether the vigitor or caller should
receive the immediate attention of the Deputy Commander, referred to the
Executive Officer, or someone else on staff, or handle it perscnally.
On some occasiona I had to calm irate visitors and accurately assessed
potential problems as they came to the Command Section via telephone or
in person.

- Prepared monthly reports such as the Manpower Feeder Report.

- Maintained Time & Attendance cards for the Command Section and wasa
also responsible for those from the Equal Employment Cffice, the
Adjutant's Division, and the Organizational Effectiveness O0ffice (total
of 14).

- Provided advice and/or gave assistance, Entertained guestions on
all asgpects of policy and procedures.

- Asgsured that staff directorate secretaries were apprised of correct
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correspondence preparation and timely submission regquirements. Prepared
and conducted a ccrrespondence guidance session for other secretaries
and clerical personnel from other staff offices (50 in attendance). It
was well received and everyone asked that it be repeated in six months.

-  Furnished supervisory guidance for the Executive Officer's
secretary, GS-6, and a clerk-typist, GS5-4, in our irmediate office.
Trained and assisted them with routine command functions and served as a
source of information as questions arose.

- Researched and assembled necessary background data on a variety of
projects providing the best available information upon which the Deputy
Commander was able to make knowledgeable decisions.

- Reviewed pending projects and maintained suspenses to update the
Deputy Commander.

- Handled classified documents and personal in-nature documents as
aaged through the Command Section, Ess

- Made arrangements for weekly command and staff meetings, as well as
the monthly GSMC Commander's conferences. Coordinated conference agenda
and assured proper distributicn prior to conferences. Ensured that
award and slide presentation data were compiled and correct. Reserved
and arranged the meeting rcoms. Arranged for a photographer to be
present at the award presentations.

- Reviewed incoming and outgoing correspondence. Very knowledgeable
of the organization and its operations and established priorities which
resulted in a greatly improved quality of correspondence properly routed
angd reviewed for completeness and correctness.

~ Prepared routine command correspondence. Composed and typed
endorsements and short replies to requests. Did research and produced
pertinent documente as background information when available for the
Deputy Commander's information before sending correspondence in to him.

- Prepared the Master Community Calendar on a monthly basis which
involved receiving input from all six sub-communities that compriszed
GSMC and compiled all the informaticn into one packet. This calendar
had wide distribution.

- Took shorthand notes at the weekly Command & Staff meetings and the
monthly Commander's Conferences and transcribed the minutes of those
meetings into final formal format.

- Transcribed telephone conversationa that required action.

- Maintained personal files and suspense files for the Deputy
Commander.

- I was a member of the interviewing panel which evaluated and rated
the candidates for the pogition of GSMC EEC office Equal Employment
Cpportunity Assistant. Candidates were rated and ranked according to
cxriteria eatablished by the interviewing panel.

NOTE: The above position was handled without the benefit of computers.
Reqular electric IBM typewriters were in use during this period.

* LWOP status from September 7, 1584 to October 29, 1584. My
husband's company was relocated to Wiesbaden, Germany, during this
time.



03/82-03/83 - Sacretary/Stenographexr to

Section, 6th Area Support Group JR

ive Offlcer, Command
@sfés.)\i
This position was that of a secretary/stenographer for an
executive officer in a command section of the 6th Area Support Group and
Greater Stuttgart Military Community {of which there were six sub-
communitieg). It was a fast-paced, high-pregsure job.

- Dealt with higher headquarters, VII Corps staff, on a regular basis
to coordinate meetings and telephone conversations.

- Managed the Executive Officer's time by maintaining his calendar
and scheduling his appointments, briefings, meetings, and TDY trips, and
engured that he was fully aware of the calendar.

- Screened telephone calls and referred the caller to the appropriate
staff gection. Disseminated information on a need-to-know basis.
Answered routine reguests as they occurred; referred sensitive requeasts
or ones with director interest te the Executive Officer.

- DPrepared written answerg to routine written or verbal reguests.

- Prepared reports and projects. Provided information or obtained
and relayed information in the absence of the Executive Officer.

- Obtained information and prepared all TDY and leave documenta for
the XO,

- Established a suspense system for all suspenses directed by the
Executive Officer and followed up on those guspenses.

- Recorded and filed documents coming to the Command Section with a
suspense.

- Maintained conference room calendar.

- Instituted a log system in order to have better control of the many
documents coming to the Command Section, thereby enabling anyone to
ascertain the status of a document; i.e. whether a document had been
signed and when, or if a document had to be returned for corrections.

- Reviewed incoming documents and determined priority of action and
if it needed tc be reviewed by supervisor or forwarded to a staff
section feor action.

- Reviewed ocutgoing correspondence, enguring it complied with
regulations and met suspenses.

- Took and transcribed dictation of meetings, correspondence, and
telephone conversations. Transcribed telephone conversations that
required action by the Executive QOfficer and ensured suspenses were met.

- Prepared endorsements to letters of appreciation and short replies
to letters requesting information of non-technical material.

- Maintained functional files system IAW with AR 340-1G.

-  Work that contained any errors was returned for correction or
retyped in the Command Section if time was of the essence.

- Trained a GS-2 clerk-typist who was hired during this period.

- Conducted a correspondence class for other secretaries in the area.

- Supplied guidance to their many questions that came to our office
with regards to correspondence and other information.

~ Transcribed in final format the minutes of the weekly Command and
Staff meetings, and the minutes of the monthly Commander's conferences
in the absence of the Deputy Commander's secretary.
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- Voluntarily contributed many long hours on own time with no benefit
of overtime pay or compensation.

75-01/82 - Secretary/Stenographer to the Chief, Department of SBurgery
B (¥McDonald Army Community Hospital, Port Eustis,

v ;ginia fés-os)

This position was that of secretary to the Chief, Department of
Surgery {(a Colonel, 0-6), and alsco acted as gecretary to the Chief of
Professional Services (also an 0-6). As secretary to the Chief of
Surgery, I was alsoc the Tumor Registry Secretary for the hospital and,
in that capacity, establighed and maintained the Tumor Registry and
tumor files for the hospital. As Tumor Registrar for the hospital,
attended cut-of-town seminars and meetings in order to stay up to date
on oncology matters.

- Established local records, which included a master file, patient
abstracts, and a follow-up file. Developed instructions, forms, and
letters to facilitate acquisition of data.

- Ensured that patients requiring follow-up were given appointmenta
in appropriate clinics for medical evaluation.

- Periodically reviewed and recorded the state of disease, ongoing
diagnostic procedures, and additional treatments on all tumor patients
diagnosed and treated at the medical facility.

- As the secretary to the Chief of Surgery, screened a2 multitude of
telephonic inquiries from both patients and staff. Answered questions
based on my own knowledge. Made appropriate referrals to other staff
and medical officers and briefed supervisor on matters that needed his
immediate attention.

- Managed superviscr's calendar and appointment schedule. The Chief
of Surgery's schedule was very hectic and complex. Miner and major
surgical procedures, along with routine outpatient appointments, also
had to be scheduled each week. In many cases, emergencies arcse when it
wag necessary to cancel or reschedule a full day's appointments at the
last minute.

- Acted as recorder for the monthly Tumor & Tissue Board, Surgical
Staff meeting, and quarterly Ambulatory Patient Care/ Emergency Medical
Services meeting.

- As recorder for the Tissue, Infection, and Transfusion Committee,
major portions of time were exhausted each month preparing for this
meeting. {In only one year, almost completely mastered the most
difficult and technical field of medical dictation when most of my past
experience was legal dictation.)

- Medical records on each cancer patient treated such month had to be
pulled, investigated, and brought up to date prior to each meeting.
During the meeting, developed a record of the proceedings from
transcribed shorthand notes. That was further broken down into
individual casges and entered into the medical records of each patient.

- Completed medical records and correspondence concerning the Tumor
Registry. Prepared reports and correspondence with little supervigion.
Provided counseling guidance to patients even after the patient received

" the férmal portion of their medical treatment. Ensured that they each
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received, and reminded them of, follow-up appointments made at this
hospital or other medical centers. Reviewed each of the patient’s
medical records for completeness and ensured that the patient did not
migs his/her appointment.

- Prepared the "Numerical Report of the Tissue Committee" required
for the meeting.

Since thies position also supported the Chief, Professional
Services, I took and transcribed dictation for a variety of material.
Approximately eight committees and meetings had to be coordinated and
scheduled each month (to include those mentioned above). In that
capacity, acted as recorder for the monthly professional staff
conferences and Quality Asgurance Committee meetings.

- Took the responsibility to reorganize and maintain a2 leave control
system for all the military physicianse in the hospital.

LWOP stat 23, 1582, to March 1, 1982,
Virginia,

Def

, : ﬂ;> McDonald Army Community Hospital, Fort Bustis,
Vvirginia [(G8-05

I was a secretary/stenographer and personal assistant to the Chief,
Logistics Divisgion.

- Performed a variety of clerical and administrative duties that
included receiving and screening visitors and telephone callers {many of
which were from higher headgquarters, other ingstallations, and civilian
agencies) and made decisiocns as to appropriate action to be followed,

- Maintained supervisor's calendar and scheduled appointments without
initial clearance. Scheduled conferences and meetings, making necessary
arrangements for space, time, personnel, etc. Before appointments or
meetings, extracted and compiled required material for supervisor's and
participants’ use.

- Established, maintained, controlled, and disposed of files,
recorda, and references in accordance with TAFFS.

- Maintained chronological reading file of correspondence relating to
hospital and MEDDAC policies and procedures for supervisor's ready
reference.

- Received and reviewed all incoming mail, determining which coculd be
handled perscnally and forwarded remainder to appropriate staff,

- Maintained a record of incoming and ocutgoing correspondence and
action documents and followed up to ensure adherence to suspense dates.

- Placed and monitored two-way (or more) telephone conversations for
the purpose of verbatim recording of matters discussed.

- Obtained and compiled information on MEDDAC activities reguested by
supervisor for use in preparing correspondence, reperts, conference
agendas, telephone conversations, etc. concerning mobilization
expangion, supply, funding, equipment, personnel, facility requirements,
intergervice and cross-service agreements, command authority,
‘operaticnal controlas, etc.
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-~ Attended conferences and meetings with the hospital staff as
directed by the supervisor.

- Took shorthand notes and transcribed the highlights of conference/
meetings in order fo have a permanent record of discussions,
recommendationsa, and deciaions reached.

- Acted as focal peoint for all MEDDAC construction/repair work
orders.

- Received requests for work with appropriate justification, secured
approval of division chief, assigned work order number, logged in work
order register, typed regquest on appropriate form, and forwarded to
Directorate of Facilities Engineering (DFAE). Maintained register in
current status by posting DFAE actions from monthly computer printout
received from DFAE.

- Conducted coordination with branches on correspondence, to include
proper formatting, grammar, spelling, and current correspondence
procedures to be followed.

- Reviewed all correspondence submitted for division chief’s
gignature to assure proper format, sgpelling, and grammar and returned
for correction as necessary.

- Maintained civilian employees' personnel file to include any papers
necessary to effect proper personnel control such as job descriptions,
employee record cards, performance ratings, awarde, letters of
appreciation, reprimands, job details, etc.

- Maintained time and attendance cards for 50% of the division
personnel.

- Maintained documents, reports, and schedules concerning hospital
janitorial contract, compiled statistical information pertinent to
contractual specifications.

- Coordinated with the secretary of command staff, the Adjutant's
Office, and other division secretaries, as necegsary, to asasure the
smooth functioning of division and branch affairs.

- Made travel arrangements, prepared necessary documents,
itineraries, schedules, and vouchers, and secured reservations and
clearance. Reviewed for timely administrative or fiscal action.

- Maintained divieion temporary duty (TDY) and leave schedule for use
by divieion chief.

- Took and transcribed dictation pertaining to a wide variety of
subject matter with recurring use of technical terminology.

- Typed a wide variety of narrative and numerical material from
notes, rough drafts, adapted models, or verbal indication; such as
correspondence, staff studies, reports, megsages, directives, technical
papers, personnel action, manuals, charts, statistical tables, etc.,
assuring proper format, grammatical accuracy, and necessary attachments.

retary/Stenographer to tha Chief, Logistics Division
. McDonald Army Comnmunity Hoepiltal, Fort Eustis,

This position was that of clerk-atenographer for the Chief,
Logistics Division.
" - Recorded and transcribed dictation for a variety of material (e.g.,

13



corregpondence, staff studies, technical papers, manuvals, memoranda,
disposition forms, Standard Operating Procedures, etc.), frequently
invelving the use of scientific, technical, or highly specialized
terminology and phraseclogy when notes were taken without interruption
and transcribed intoc final form with responsibility for correct
punctuation, capitalization, spelling, grammar, format and arrangement
and spacing of material.

- Aggembled supplemental or back-up material from files for
attachment to the end product.

- Answered telephone and personal inquiries relative to the
activities of the office when the information required cculd be supplied
from my own knowledge of office activities oxr could be located in cffice
files or records.

- Screened telephone calls and visitors and made appropriate
referrals to other persons in the office or to other organizational
segments.

- Maintained office files according to established functicnal file
gystem invelving the classification of material intoc a large number of
subject headings and subheadings.

- Composed correspendence of a routine and non-technical nature based
upon oral instructions, brief notes, or information that was readily
available in the files and records of the office.

- Compiled statistical data for reports, charts, or records
extracting data from documents and posting or tabulating same to work
sheetg or other office records.

- Verified accuracy of computations or computed quantities auch as
totals, subtotals, percentages, averages, and balances following
standard procedures.

- Referred to style manuals, technical or non-technical dictionaries.

07/70-11/76 - Station
on govarnment jobs,f“‘

d at Fort Bragg,

NC, and since there was a freeze

09/69-06/10 - Secretary/Stenographer to the Deputy General Co el |
it ., Federal Maritime Commipsion, Washington, DC (GS-%

I was secretary to the Deputy General Counsel, Federal Maritime
Commission. The functions, duties, and regpongibilities of the Office
of the General Counsel encompassed legal questions and issues arising
from the entire scope of the activities of the Federal Maritime
Commigsion, which were concerned with regulatory authorities and
responsibilities governing common carriers by water in the foreign
commerce and the domestic offshore trade of the United States.

- Maintained the appointment schedule of the Deputy General Counsel
and rearranged schedules when necessary.

- Briefed supervisor on matters, obtaining necessary material to be
used in any scheduled meetings. This included neot only meetings within
the Cffice of the General Counsel but alsc other meetings or hearings
such as those with or before the Federal Maritime Commission.

- Reviewed and routed mail te the proper person for disposition:
‘Reviewed outgoing mail for procedural and grammatical accuracy before
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routing to the Deputy General Counsel for signature.

- On own initiative, or with brief instructions, composed
transmittals, acknowledgments, requests for information, and other
routine correspondence.

- Kept informed of the current status of work for which my boss was
responsible assuring material was sent into supervisor to concur with
established deadlines.

- Worked closely with the secretary to the General Counsel in the
transmittal of information and material.

- For the Deputy General Counsel's use in preparing memoranda of law
and correspondence, obtained documents and information often of a varied
and complex nature.

- From brief instructions as to the nature and extent of material
needed to complete analysis of problems, obtained tables of statistics,
excerpts from reports and studies, citations of law, Executive Orders,
Congressional Reports, etc., which were pertinent to the analysis in
process.

- Took and transcribed dictation from the Deputy General Counsel on
all phases of the work of the Office of the General Counsel in which the
Deputy General Counsel was involved.

- Received telephone and personal callers in the office of the Deputy
General Counsel and ascertained nature of the call or visit and
determined which ones should be directed to supervisor and which ones I
could personally handle. These calls were from officers of companies,
attorneys, members of congressional committees, directors of Commission
bureaus, and other Government agencies. Gave out non-prescribed
information or information that was open to the public.

- Obtained material on own initiative, gave material to supervisor
when calls or visits required background material.

- Made arrangements for conferences, including space, time, and
people. Informed participants of topics to be discussed and
occasionally provided them with background information.

09/69-12/69 Secretary/Stenographer to Chairman of the Federal
Maritime Commission, 1100 L Street, NW, Washington, DC 20573(Z§§-£D

Mrs. Helen Delich Bentley was appointed Chairman of the Federal
Maritime Commission shortly before I returned to duty in September 1969
(after being on a leave of absence). Before resuming my previous
position as secretary to the Deputy General Counsel, I was asked to
manage the new Chairman's office until she was able to arrange for her
own permanent secretarial staff’s move from Baltimore, Maryland.

As Mrs. Bentley's temporary office manager, I maintained her
appointment schedule with the responsibility for avoiding conflicts in
making appointments and for rearranging the schedule when necessary.

- Maintained the schedule of the Commission's staff car.

Mrs. Bentley gave numerous speeches in all parts of the country and
many were dictated on a Dictaphone machine that the Chairman used while
on flights to and from destinations and I transcribed into final form.
Much of the correspondence was answered in this manner also.

.-~ Saw to it that the speeches were printed and distributed to the "
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- Compiled and typed the monthly report. This consisted of listing
all hearings held, briefs printed, oral arguments heard, all active
cages before the Commission, etc.

- Handled the processing of incoming correspondence, reports,
instructions, etec. Screened out those itema which I could handle,
forwarding the rest to attorneys concerned, together with necessary
background material.

- Read outgoing correspondence for accumulative knowledge of office
operations and status of cases, for procedural and grammatical accuracy,
for conference with general policy, for factual correctneassg, and feor
adequacy of treatment. Called any deviations or inadequacies to the
attention of the writer.

- Received phone calls and visitors and offered to assist such
callers before referring them to the several attorneys of the bureau in
order to save their time for important matters. This took care of many
questiona, including the answering of substantive information except
those involving technical knowledge or requiring legal research.

- Took and transcribed complicated and varied legal dictation from
the Chief. These included briefs (very often 50-page briefs),
pleadings, letters, memoranda, etc., involving technical and other
gpecialized terminology of shipping and maritime transportation lawsg,
rules, and reculations,

- Dften it was necessary to regearch material being transcribed,
a.g., legal citations.

- Composed routine corrxespondence with only brief instructions from
supervisgor. '

NOTE: Rear Admiral Harllee (Retired} wae the Chairman of the Federal
Maritime Commission during thig time. Because hig secretary was unable
to do any overtime work for him at all, I was asked if I would be
willing to assist him. I worked every Saturday, some Sundays, and many
evenings with the Admiral and other persona from the Commission's staff
who assisted him. He dictated all his responses to his correspondence,
reports, items for the weekly meetings held with the Commission, etc.
Also placed many leong distance phone calls for him.

1962-19
Counseal
Streat,

norrapher to the Chiaef, 0ffice of Hparing
B, Federal Maritima Commiusion,<€100 L

W.| Washington, DC){(@8-04 to @8- 06)

This is the same position held in the position enumerated above.
The duties and responsibilitiea remained the same. I was thoroughly
familiar with the duties and responesibilities of the cffice and was
perfectly capable of performing them in the absence of the secretary to
the General Counsel.

- Besides maintaining a work control system for draft Commission
Reports {which I devised), I supplemented and expanded it to include a
card index of often-used case citations.

The secretary to the General Counsel sustained a fall and broke
both wrists, which made her unable to maintain her position for 3
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months, and I in fact "ran" the General Counsel's office in her absence:
In addition to my own duties as secretary to the Deputy General Counsel,
I agssumed her duties as secretary to the General Counsel. The Office of
the General Counsel consisted of eight attorneys who wrote reports for
the Commission and these reports came to the Deputy General Counsel for
final review and I received them for final typing and printing.

~ Was responsible for the accuracy of all citations listed in the
reports and spent many hours in the library researching the proper
citations,

- Had my own portion of a monthly report t£o prepare but with the
absence of the General Counsel's secretary, I was respongible for the
entire report for those 3 months. This involved listing all the
Commigsion reports that had been written and published during the month;
also a list of all oral arguments heard during that time; how many were
pending, when they were scheduled, etec. The report showed the current
atatus of any report at any given time.

- During this time, I devised a work control gystem for the
preparation of draft reports for ultimate distribution to the Commission.
This system supplemented the control system inaugurated the previous year
and under it the status of any report under preparation by the General
Counsel's staff was immediately available.

I volunteered to help out with the Agency's program of regulatory
seminars that lasted for six weeks. This was a seminar on Shipping
Reqgulations and everyone from the public and the agency was invited to
attend. The Speeches were taped and I transcribed them and had them
printed for distribution to interested parties.

grapher to tha Chief, Office of Hearing
_E Federal Maritime Commipaion, Wasghington,

This position was that of an office assistant in the Bureau of
Hearing Counsel. I performed duties for several attorneys to that which
the Secretary to the Deputy Director of the bureau would perform if the
position of the Deputy Director were established. Primarily acted as a
secretary and office assistant to several attorneys. Assisted the
secretary to the bureau director in operating the bureau director's
"outer office.”

~ Performed quasi-legal and statistical research for the attorneys
that required a familiarity with legal and commercial material available
in the law library; e.g., statutes, case reports, and legal
publicaticons, and had an accumulative knowledge of current court
opinions and statutes.

- In the preparation of cases for hearings, organized statistical
information into exhibit form and assisted the attorney assigned to the
proceeding in the preparation of motions, petitions, etc.

- Ensured that pleadings and other documents were prepared in the
proper format at the proper time and were served on the proper parties,
2ll of which required a familiarity with the continuing status of

- pending caseg and the rules of practice and proredurée of the Commiidaion.
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- Assembled papers, documents, memoranda, and other informative
material from the files of this and other bureaus of the Commission for
the information of the bureau attorneys. For example, where a
particular question arose in the course of the work of an attorney, I
obtained as much background information as might be available from the
files or resources of the agency, such as securing appropriate
agreements, tariffs, and amendments or revisions thereto.

- Assembled and summarized other information from files and documents
in the office or other available sources for use of attorneys on the
basis of general instructions.

- Assisted in the processing of incoming correspondence, reports,
instructions, etc. Screened out those items that I could handle myself,
forwarding the rest to attorneys concerned, together with necessary
background material.

- Read outgoing correspondence for accumulative knowledge of office
operations and status of cases, for procedural and grammatical accuracy,
and for factual correctness. Called any deviations or inadequacies to
the attention of the writer.

- Received telephone calls and visitors and handled those I could.

- Took and transcribed complicated and varied legal dictation.

- Assisted the secretary to the Bureau Director in the operation of
the "outer office" which included some of the above and the following:
assisted attorneys in the procedural aspects of expediting the office
work and relayed information concerning such procedures to all members
of the office including attorneys and lower-grade stenographic and
clerical personnel. Assisted in training and supervising new
stenographic and clerical employees in the bureau. Explained proper
working procedures, proper format for typing various documents, and
proper method of filing documents.

- Distributed work evenly among employees and reviewed it for
adequacy and accuracy.

- Set up and maintained files for docket material 1nclud1ng briefs,
pleadings, commission notices, correspondence, subpoenas, and exhibits.

- Maintained time and attendance reports of the bureau, which
involved keeping careful records of attendance, of leave, travel,
official business and military leave.

- Prepared memoranda of adjustments or changes with regard to the
time and attendance report.

- Set up and typed schedules or tables as exhibits; prepared
descriptive lists of exhibits received in evidence in hearings; and
referred violations to the Justice Department. Prepared and kept
duplicate files of the entire record.

- Prepared travel vouchers for attorneys and followed through to
ensure complete processing before submitting it for payment.

- In the absence or preoccupation of the secretary to the bureau
director, I assisted by performing those duties as necessary.

- Although I worked under the general direction of the attorneys who
made assignments, I performed independently to carry out my
responsibilities in those areas where procedure had been clarified.

- In addition to routine secretarial functions, I, along with the
secretary to the-bureau director, did a complete scrutiny of the
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existing filing system, which led to the elimination of six complete
file cabinets. This work was done without significant supervision on
the part of the director of the bureau.

01/63-10/64 -

Ag a clerk-stenographer in the Bureau of Hearing Counsel, I
provided secretarial, clerical, and stenographic assistance to 12
attorneys assigned to the bureau. I performed legal and statistical
regearch for attorneys of the bureau, which included checking citations
in the pleadings that the attorneys prepared. This required a
familiarity with legal material available in the law library, and a
continuing familiarity with current court opinions and statutes. In
preparation of cases for hearings, organized statistical information
into exhibit form and assisted the attorney assigned to the proceeding;
asaisted the attorney assigned to the proceeding in the preparation of
motions, petitiona, briefs, etec. Set up and typed schedules or tables
as exhibits, prepared descriptive lists of exhibits received in evidence
in hearings; referred violations to the Justice Department.

I assumed responsibility for the clerical and secretarial part of
the office, which was physically separated from the main part of the
bureau Received vigitors and telephone calls referring, as many as
appropriate to subordinate attorneys and answered inquiries regarding
docketed proceedings. Received inquiries from, and had perscnal contact
with, representatives of cother bureaus of the Federal Maritime
Commiggion and of other governmental agencies and lawyers who were
counsel for the parties to the docketed proceedings. Handled and
digposed of such inquiries not requiring the personal attention of the
attorney assigned to the particular matter involved. Took and
transcribed complex and varied legal dictation, such as pleadings,
memoranda, letters, rules, etc., from the attorneys of the bureau to
whom I was assigned. Sometimes it was necessary tc research material to
incorporate in the body of the material being typed. Composed routine
correspondence with only brief instructions from supervisors. Prepared
travel orders and travel vouchers on brief instructions. Kept and
arranged schedules and appointments of the attorneys. OCrdered supplies,
equipment and gervices for the entire bureau. Kept the supply cabinet
orderly and adequately supplied. Set up and maintained files for
docketed material for the attorneys I was assigned to, which included
pleadings, Commission notices, and correspondence. Also maintained
personal individual files. Maintained card files on the attorneys on
service in the docketed proceedings and card files of attorneys and the
dockets they were a party te. Received assignments directly from the
six attorneye to whom I was assigned. On one particular case,
reproduced 600 documents, organizing five sets of them and prepared a
descriptive list of them prior to their submission as exhibits at a New
York hearing.

09/62-01/63 - Clerk-Stanographar,;
unsel, Fadaral Maritime Commiaslo
(GS-O4);!

”3 Bureau of Hearing

n,{ 441 3 Street, NW, Washington, DC
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Selected Writings and Publications
National Security and Economics
The Philippine Bases: Background for Negotiations, RAND, February, 1989.
Assessment of the Costs of Alternatives to U.S. Facilities in the Philippines, February, 1989 (co-author).
Long-term Military and Economic Trends, 1950-2010. RAND, January, 1989, (co-author).
MAGIC: Models of Aggregate Growth in China, RAND, 1991.

The Changing Balance: South and North Korea's Capabilities for Long-term Military Competition, RAND,
December 1985 (co-author).

SMOKE: A Small Model of the Korean Economy, RAND, October 1985.
Arms Production in Developing Countries, dissertation, December 1982.
Economic Reform and Development
Market-Oriented Policies for the Development of Hainan: Executive Summary, (co-author), 1992.
Restructuring Hainan's Fiscal System, RAND, 1992.
Preliminary Observations on Hainan's Strategic-Development Plan, RAND, February, 1989 (co-author).

Assisting the Developing Countries: Foreign Aid and Trade Policies of the United States, Congressional Budget
Office, September 1980 (assisted).

International Economics
The Financial Costs of Export Credit Programs, RAND, June 1987.

"Facing the Decade of Uncertainty," Business Times (Singapore), May 29, 1990.

Surprises in the International Economy: Towards an Agenda for Planning and Research, RAND, June 1986 (co-
author).

" Economic Cost and Benefits of Subsidizing Western Credits to the East, RAND, July 1984 (co-auth§r).
Export Credit Subsidies to Nicaragua, RAND, March 1986.

An Analysis of Cuban Debt, RAND, June 1984. v

How Lenq'ing to Eastern Nations Affects the Developing World, RAND, November 1983.

Technology and Economics
The Decline of the U.S. Machine-Tool Industry and Prospects for Its Sustainable Recovery, 1994 (co-author).
Improving the USAF Technology Transfer Process, 1991 (co-author).
The Role of Science and Technology in Economic Performance, RAND, forthcoming.
Foreign Targeting of Technologies, RAND, forthcoming.
Health Care

Extending the Medicare Prospective Payment System to Posthospital Care: Planning a Demonstration, RAND,
April 1986 (co-author).

A Model 10 Simulare Alternative Medicare Physician Reimbursement Methods, RAND, February 1986 (co-author).
Taxation

Treasury Proposal Will Increase, Not Decrease, Investment, RAND, April 1985.






EDUCATION

® o

May 1997

March 1994

Master of Science in Defense and Strategic Studies
Southwest Missouri State University; Springfield, Missouri

Bachelor of Science in Political Science
University of Utah; Salt Lake Cily, Ulah

SELECTED PUBLICATIONS -

Book Reviews

Analyses

SELECTED ACTIVITIES

The Strategic Air Command (A historical review of US strategic air power)
Dirty Tricks or Trump Cards? (Covert action and US strategy)

Fighting Proliferation (Countering asymmetric threats)

Secret and Sanctioned (Intelligence in US history)

Desperate Deception (British WWII intelligence operations in the United States)
Strategic Geography and the Changing Middle East (Geography and strategy)

Marching Through Chaos {Evolution of land armies since Machiavelli) .
Airpower in the New Millennium (US aerospace strategy for the 21# Century)

Managing National Security Crises for the Department of Defense

A DoD Strategy for Critical Infrastructure Protection Abroad

A DoD International Outreach Strategy for Critical Infrastructure Profection
Lessons Leamned from Overseas Combatant Command Y2K Preparations
The National Communications System and NS/EP in the Informétion Age
The B-Team Experiment in Competitive Infelligence

Restoring Defense Crisis Management Programs

US Nuclear Weapons Folicy: A Post-Soviet Reassessment

Evolution of Russia’s Intelligence and Security Services

The Stockpile Stewardship and Management Program

US National Securily Interests and the Nonproliferation Treaty

US Military Strategy for Specié]ly Armed Adversaries

Space Power and US National Security Policy

The Dimensions of Information Warfare

Activities

Awards

Adjunct Faculty, Institute of World Politics; PhD in Science and
Technology Policy in progress at George Washington University

Presidential Management Intemn, Frank Rockwell Bamett
Fellow, HB Earhart Fellow, US Army Scabbard & Blade Society
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Laura Marie Horton

The Heritage Foundation, Washingion, DC Janunary 2007-Present
Temporary Administravive Assistant

¢ Compiled research from 2 vanety of other conservatve think tenks

=  Maintained ap extensive database of coalition contacts utilizing the Raiser’s Edge computer program

Independent Women's Forom, Washington, DC September 2006-December 2006
Junior Fellow
»  Assisted TWF experts io proposal & promotional marerials for key media appearances.
e Provided dam resegreh on ropics including international human rghts, mternational kw, Afghanistan's legul system,
and U S. policy measures
s Collaborated with the Vice President and the Director of Internstional Women's Issues Program to draft graot
proposils for TWF development projects in Afghanistan sad Cuba
o Created grant & budget narmatives for development work and intrmational conferences obteining contact bids for
$500,000 granty

Harrison County Hospital, Coryden, IN December 2005-Seprember 2006
Administragve Assistant
» Miintatnrd and menaged a high volune of panent records which mcloded adherence to 1-depth hospital procedures
and patient confidendaliry policies
s  Provided communications supporf on hospital policies and procedures to patents and staff
*=  Responded 1o paticot and doctor requess for records

Volunieers in Action, Bangaraper, India June 2004-August 2004
Engligh and Speech Teacher

»  Taught speech communications and Enghsh language proficency to 20+ Iadisa college students

¢ Developed cross-cultural commumication tools to assist with English laoguage usage and idiomaric expressions

»  Provided one on one wtonal ssustance to students

INTERNSHIP EXPERIENCE

Congressional Re—clection Campaign for Mike Sodrel, Jefferzonville, IN July 2006-September 2006
Communicavons Interp

s Delivered key campmgn messagres in the form of media sdvisones and letters 1o constituents for campaign manager
ind key staff

s Provided campaign resesrch and brosd-spectrimn news article sccess

s Composed editorials to communicate strategic messages on topics ocluding campaign debates, transportation, and
local interest issuey

® Researrhed leguhation and candidate voting records

United Swates Ait Force Academy, Colotado Springs, CO Januaty 2006-April 2006
Public Affairs Intem
» Drefted targeted press releases apd designed strategic communicapoens plms for media events and key issues
s Ligison with national and local media cutet prganizations
s Asuisted to planning, exerntion, and fellow-up of press conferences and other mesdia events, ie. Nationgl Charecter
and Leadership Symposium
EDUCATION
Asbury College, Wilmore, KY - May 2006
Bachelor of Arts, Cum Launde
Major: Applied Communicstion Emphasis: Leadership
»  Received Greathouse Communirstion Scholarship swarded by communication professors 1o three ountanding
communications snudents each year

The Leadership Institate: Public Relations School, Adington, VA July 2006

Focuas On the Family Institute Januvary 2006-April 2006












. EDUCATION
Harvard University, Cambridge, MA. Graduated in 2008.

o Completed a concentration in Government and a citation in French,

o  First year courses include The American Presidency; Ancient Greek Democracies: and an Introduction to
International Relafions. .

o Second year courses include American Constitutional Law; Quantitative Reasoning: Uncenwrinty in
Statistical Reasoning; Contemporary Political Islam; Human Physiology, and a year long survey course in
government and law.

o Third year, courses include Mol Reasoning: Democracy and Inequality; Environmental Risks and
Disasters; Degigning the American City: Civic Aspirations and Urban Form; Globalization and the Middle
East; a Seminar on Leadership in Politics; a Seminar on the Puture of War; and a third Seminer, reading and
discussing the anciemt texts, The Education of Cyrus by Xenophon and Mechiavelli's The Prince.

o Senior year courses include Microeconomics; World Religions Today: Diaspora, Diversity, and Dialogue;
The Christian Bible and its Interpretations; Literaturs and Arts: imperial Russian Masterworks and their
Post-Histories; Literature and Arts: The History, Philosophy and Literature of Childhood, Positive
Psychology, Gender and Health; and The Politics of Congress.

American University in Caire, Cairo, Egypt
Enrolled in the summer Study Abroed Program at the American University in Cairo -June-July 2007
o Took two courses, Arab History and an Introduction to the Arabic Language
o Traveled throughout Egypt {Cairo, Luxor, Aswan, Abu Simbel, ML Sinai, Sharm El Sheik)

St. Stephen's and St. Agnes School, Alexandria, VA. Graduated in 2004,

ACTIVITIES
Harvard Unlversity
Completed the Women's Initiative in Leadership Progrem at the Institute of Poiitics Spring 2008
Undergraduate liaisen for one of the Spring 2008 Institute of Politics Fellows, David Yepsen
Speakers Chairwoman for the Harvard Women's Conservative Caucus' Conference 2008
Harvard Delegate to the Conservetive Political Action Conference 2008 in Washingion, DC
Usher at Memorial Church 2007-2008
Member of the Fall 2007 Institute of Politics Student Fellows Selection Committee
Executive Board Member of the Harvard Political Union 2006
Member of Harvard Women's Varsity Lacrosse Team 2005-2007
Vice President for Public Relations and Member of Kappa Alpha Theta Women's Fratemnity
Selecied as Pro Bush/Cheney debater in campaign debate night 2004 for Harvard University Athletes.

CQ0oCQoLCQoOo

WORK EXPERIENCE

Office of the Secretary of Defense

o Intern in the Public Affairs Office, Office of the Secretary of Defense, The Pentagon, Washington D.C.
Summer 2006

e  Summer project was 1o help coordinate the Department of Deferrse’s Freedom Walks in
Washington, D.C. and in al| 50 states on the five-year anniversary of September 11, 2001,
o Intem in the Protocol Office, Office of the Secretary of Defense, The Pentagon, Washington, D.C. Summer
2008.

Fox News Channel

o Intern at Fox News Channel for Fox and Friends and Bill O'Reilly shows in Boston, MA. on September 19,
2006 -

Summertimes Camp
Camp Counselor at the St. Stephen’s and St. Agnes School Summer Camp.

o Working with elementary school age children.
o Summers 2002, 2003, and 2004.



Tara Jones

Director, External Affairs

Secrefary of Defense Policy/Office of Detainee Affairs, March 2007 - present

»  Serves as the Deputy Assistant Secretary’s expert on strategic communications strategy and implementation,
Responsible for reviewing policy working docmmenta for possible impacts on the U.S. Government’s strategic
policy goals and consequences on communications efforts to that enkl. Serves as the principle ligisen between the
Office of Detainee A ffairs and the interagency to coordinate U.S. Government sirategic communications efforts.
Works with the various Defense Department offices that help shape and excente detention policy to ensure
decisions are fully analyzed, taking possible communications consequences into account. Serves as the
Department's representative on the sub-Policy Coordinating Committee on Public Diplomacy, hosted by the State
Department, to assist with sefting appropriate goals, developing and disserninating informaticnal materials to press
and foreign service officers in US Embassics worldwide, and coordinating the messages of the White House, Dept
of State, and Dept of Justice. Serves as the point of contact for coordination of interagency talking points to
respond to press queries, foreign government inquiries, breaking nows storiea, court arguments and ongoing
detention operations developments,

»  Serves as part of an inter-agency delegation formed at the behest of the Depaty Secretary of Defense to work with
a prominent Furopean political leader to approach foreign govermments for their asgistance i repatriating
detainees that have been epproved for release or transfer from Guantanamo, but cannot be returned to their home
country for humen rights concerm. Oversees the declagification and subsequent production of large amounts of
materialx that can be provided to foreign governments doring bilatrral negotiations * Plays 8 key role in identifying
potential arcas of cooperaticn and assistantce,

= Hand picked by the Natione] Security Coamsel Comiminications Office to gstist in the development of a sirmegic
communications framework for the Office of Military Comim issions to implement to address the trialg of detainees
cherged with war crimes for their involvemnent in the 9- 11 attacks, the sitacks on U.S. Embassies, and the ettack on
the LSS Cole.

Public Affairs Speciallst,

Secrcta.:yof Defense Public Affairs; Community Reletions and Public Liaisot, December 2004 — March 2007.
Served as the principle Defense Deportment linisan to murrogate groups including retired military anatysts, civilian
defense cxperts, former cebinat members; opinion lesders; and mumerous tpecial intéreat groups to provide
pecurate, timely information regarding DoD policy and current operations i infloential members of thase groups
resultiog in increased positive news coverage for DoD injtiatives and programs. Planned and implemented
commmication srategies for Defense Department ismes with regerd fo the sormovgates, to inchude regular
interaction with former cabinet and general officer-leve]l members of these groopa. Planned and executed recizring
megtings with high level Defense Department officials and Cabinet membery, to include the Secretary and Deputy
Secretary of Defense, the Chalrman end Vice Chairman of the Joint Chiefs of Staff, aa well as Services’ Chiefs of
Staff and Combatant Commenders. Regularly worked with senior stff members from U.S. Central Command and
U.5. Sostthern Command to plan and execote trips o USCENTCOM AOR and Naval Station Guantanamo Bay,
Cuba for members of the surrogate groups. Regularly schednie and hoated conference calls with senjor DoD
cmlmna.ndmﬂmryoﬁnhhnﬂw?mmgmmdfuwdlmn::?lmudmduxmhdSmﬁ-yofDefme
outreach activities, inclnding Pentagon Townhall meetings, concertx and other special activities.

*  Heand-selected to acslst with the establishment of the Swrrognis Outreach divizion within QASD/PA as the subject
matter expert on interaction with influential groups external to DoD, Continnally sought by other OSD offices and
ﬂ-levmmlﬁtuymiupubliclﬂ‘uhuﬁiwmpmﬁds“mmmﬂmﬂmdmrpmmkmwledgc"onmcgroups
when events dictoted Service interaction with those groups.

- A:md-thepducimllmumfwmm&DoDlAmﬁhSuppome(ASY)pmm
Coordinated ASY events and messaging for DoD and the corporations, with an emphasis on branding and mezsage
multiplication with muliple and diverse audiences.

Resecarch and Specinl Assistant.
Secretary of Defense Speechwriters Groop; OSD Public Affairs, May 2004 — Dctunhu'zm
*  Regearch duties: worked with Defense Department offices to collect background information, end fact-chacked
speeches for the Secretary's review and delivery.

























EXPERIENCE 2: VPC Solutions, Inc{gil _
01-2001 to 05-2003; 40 hours per week; Vice President;

GENERAL

As Partner and Vice President of a small e-business firm, I was responsible for the health
and welfare of the company as well as the employees. In addition, I was responsible for
developing and managing client relationships at senior levels with multiple accounts
throughout the client life cycle.

DEPARTMENT OF THE NAVY PROGRAM INFORMATION CENTER

[ was managing the further development and implementation of a tasking, tracking and
knowledge management system used to answer requests from Congress, prepare
witnesses for testimony on the Hill, answer questions from witness testimony, and
prepare program briefs for Congress. This system contains program related information
that is forwarded to Congress. Prior to the implementation and development of this
application, the Navy was using a combination of paper-based and various other database
sysiems cobbled together to prepare, review, and edit responses to Congressional -
inquiries. A key element to this project was to ensure none of this information was lost to
ensure consistency in responses to Congress. Once the workflow system was validated
and deployed, we established historical archives and took on the task of converting all
historical information (regardless of media) into a compatible format and loaded it into
the system. Due to the various media types this involved everything from scanning and
attaching metadata to writing software for data conversions.

- .~In-orderto develop-and improve-this-sysiems - had-a.detailed-knowledge af the Planning,
Programming, and Budgeting System (PPBS). My previous experience with OPNAV and
PPBS gave me the skills to develop the product with minimal input from the
Government.

OFFICE OF NAVAL RESEARCH
I was managing a review of several ONR internal processes to determine the applicably
--of these processes for reengineering and being web enabled. I gathered user requirements
and once that was complete, I recommended if a process should be reengineered and web
enabled and if so what products should be used for the effort. This innovative software
has taken a paper based system for evaluating technical proposals for improving the work
environment of our Government’s service men and women and has facilitated the design
and development of numerous new products for the US Military and civilian use. For
example ONR’s TechSolutions site went through two different development teams before
VPC was awarded the contract to design and implement an enterprise solution without
losing any of the data from previous efforts.

The key characteristics of this application are World-wide access; On-line solution
request capability; Two stage on-line evaluation and voting of technical proposals; Web
based email and notifications; Program Management functionality; On-line metrics for
analysis; Knowledge Store; On-line system administration



EXPERIENCE 3: XSystems, Inc

As a senior manager of an e-business firm, | was responsible for developing and
managing client relationships at senior levels with multiple accounts throughout the client
life cycle.

FLAGSESWEB ,

I managed the development and implementation of a senior level web based knowledge
management tool called FlagSESWeb for the Department of Navy. The tool links all the
Navy's senior leaders together by creating a virtual community via the web. | was
responsible for determining what type of content and functionality should be deployed by
close interaction with Navy Flag Officers and Senior Executive Service members.

OFFICE OF NAVAL RESEARCH TECH SOLUTIONS

I managed the development and implementation of a web based system that allows the
sailor at the deck plate or the marine on the ground to submit technical problems for
possible solutions. I was responsible for turning the prototype into a final
business/management solution. The system takes the aforementioned problems and
provides a method to get those problems in front of the solution providers (typically Navy
labs) in a manner, which enables a holistic approach to solving the problem. In addition,
the system provides management level information so that the Office of Naval Research
can properly track and manage the potential solutions; thus being able to provide useful
feedback to the sailors and marines submitting the problems.

BRIEFS/REPORTS/POINT PAPERS
I prepared briefs, reports, and point papers for senior officials. The majority of the
correspondence I prepared was for Admirals and SES members



Information Center .
1998 to 10-2000; 40 hours per week; Assistant Branch Head; i

GENERAL

I was dual hatted as the Senior Civilian for Navy programn matters in the Department of
the Navy Program Information Center (DoNPIC) and the Assistant Branch Head of the
OPNAYV Program Congressional Support office. Iz my DoNPIC role, I was the primary
point of contact for program inquiries from other Services, JCS, OSD, Congress, etc. I
use the information I acquire to brief CNO, CMC, SECNAYV, and senior officials from
ICS, OSD, Defense Agencies and other Services as required. In my Congressional
Support role, I supervised the congressional office for programmatic issues

POM

I was responsible for publishing and defending the Navy POM to OSD reviews. [ was
the supervisor of the department in charge of the Navy’s programming database
(WINPAT) and was initial lead GS-15 for the FYDP Improvement initiative. This
required an in-depth knowledge of the Planning, Programming, and Budgeting System
(PPBS), as well as, the specifics of the Navy POM, how it was built and the ability to
apply analytical analysis tools and techniques. I often had to research OSD marks to the
Navy Program and analyze the impacts along with developing alternate scenarios and
determining the scenarios impacte. Once this analysis was completed, [ would brief and
recommend a course of action to senior leadership. I was also the Navy POM publisher
and coordinated all the various components of the Navy Program, organized them and

DEFENSE GUIDANCE/JOINT SUPPORT

I provided the Navy Program position on the Defense Planning Guidance annually, This
involved coordinating with several Navy offices, taking the data provided and analyzing
the impacts on the overall Navy Program. Although, several offices and commands
provided their positions, I was responsible for determining the “true” imnpact on the Navy
-Program.- My findings and recommendations were briefed to-senior leadership (though
VCNO) and forwarded to OSD as the Navy’s position. In addition, I was responsible for
overseeing DoN programming inpuf to the National Military strategy in Policy,
Operations and Strategy (N3/5).

CONGRESSIONALS

This office is also dual hatted as a DoNPIC/OPNAYV organization and is charged to task,
track, and ensure answers to congressional inquires are consistent with current program
development and Navy policies. 1 facilitated consensus among perfies with opposing
views, or when consensus cannot be reached, I researched, analyzed and developed
alternative responses for approval by the CNO or Secretary. Issues involved the full range
of DoN programs and policy and in many cases I was required to work closely with the
Secretariat, Joint Staff, and OPNAYV resource sponsors.



GENERA]
As the Facility Planner and Real Estate Program Manager, I was responsible for shore
activities planning & programming tasks and over-the-horizon facility development. |
ensured interaction with CINCLANTFLT Requirements Directorate (N8) was maintained
so that I was successful in determining how shore installations will support the Navy’s
evolving operational requirements. As the CINCLANFLT shore activities point of
contact, [ orchestrated and executed major realignment planning studies directed by the
Chief of Naval Operations, Secretary of the Navy, and/or Congress. 1 was the facility
planning/real estate representative for key CINCLANTFLT projects such as HM15
relocation to Corpus Christi, Regional Maintenance Business Plan development and
implementation, Facility Regionalization initiatives, and Intermodal initiatives.

PLANNING AND REAL ESTATE

As the facility planner, I analyzed the effects of new requirements or change of
requirements on CINCLANFLT activities. These requirements were usually in the form
of homeport changes, mission relocations or the implementation of new platforms.
Typically, I lead a multi-disciplined (i.e. funding, personnel, facilities) team to ensure all
aspects associated with the requirement were analyzed. As emerging requirements where
enacted, I would either lead or monitor the implementation of the requirement.

-- - -—l-also-performed the duties of Facilities Business Manager. As such, I was responsible
for analyzing the impact of any major business practice and facilities operated by
CINCLANTFLT. I did this by developing a standard business case analysis
methodology. This methodology had to be followed by all facilities before the facility
could enact any major changes. After developing this methodology, I went to the various
facilities and trained the facility personnel on how to do the proper research, apply the
proper statistical analysis and develop realistic scenarios for analysis.

I was a key team member in a joint effect with the Rochester Institute of Technology to
model the cost of running a Naval Installation. This one year effect determined that a
system implementing “fuzzy logic” would be required in order to capture the
complexities of funding and operating a Naval Installation, since the funding comes from
various sources for various reasons.

PLANNING PROGRAMMING AND BUDGET SYSTEM (PPBS)

] represented the shore activities concerns and interests in support of N8 requirements
initiatives by involving our directorate in the POM and PR cycles. Our annual
assessments of the initiatives ensured that facility issues were properly addressed. I then
analyzed the shore requirements and assisted the CINCLANTFLT MILCON program
manager in the development of the MILCON program to support the N8 initiatives.
Additionally, I used my knowledge of force structure projections and joint operational
plans in order to plan and program the most effective shore facilities. I obtained joint
throughput and sustainment requirements by working with USACOM, MTMC, and
TRANSCOM.



CONGRESSIONAL/LEGISLATIVE INTERFACE

I researched and prepared responses to various congressional inquiries pertaining to the
shore establishment. I was the team leader for CINCLANTFLT on the NAS Brunswick
Dual Use Feasibility Study and also provided strategy and guidance to the
CINCLANFLT lead on the Roosevelt Roads Land Use Study. Both of these studies were
requested in the FY 98 National Defense Authorization Bill.



EXPERIENCE 6: EFA MED;/ SN
08-1992 to 08-1995; 40 hours per week; Program Manager; S
As the Navy's Senior Program Manager for the design and construction of shore facilities
in Europe and the Middle East, | was responsible for the execution of projecis from
conception to occupancy by the customer, I was specifically responsible for Northern and
Southern Italy, Northern Africa, United Kingdom, and the Middle East. In addition, I was
responsible for mentoring new Program Managers, assisting all our Program Managers to
overcome unique challenges found in an overseas environment, and acting Department
Head as required. The unique cultures found in each of these locations helped me to leamn
how to change my own perspective depending on the situation I encountered.

STUDY & DESIGN

1 was the team leader for a multi-national design team who used host country Architect-
Engineer firms. I provided the teams design management guidance and assistance when a
team member was new or when dealing with unique situations. [ was responsible for
monitoring the scope of the projects (i.e. technical, schedule, costs, etc.) and if there were
any changes to the scope of the designs and/or studies, I coordinated with the customers
to ensure customer satisfaction.

Studies ofien involved researching and analyzing alternative design and construction
techniques and determining the cost effective alternative. The analysis included the
effect of Life Cycle Costs on the full cost of the project. Cheaper to design and build is
usually not cheaper to maintain and operate — life cycle costs are critical to the analysis.

FUNDING & CONTRACTING

I controlled the flow of MILCON and special project funds received from our customers
for studies, designs, and/or construction contracts, as well as, in-house efforts for projects
in my areas of responsibility. This enabled me to become very familiar with the rules and
regulations associated with using MILCON and O&M,N funds. I was also responsible for
selecting foreign and American firrms to perform the studies, designs, and/or construction,
This was done by participating in contract actions such as chairing slate and selection
boards, a member of negotiation teamns, and chairman of technical boards for source
selection construction contracts.

CONSTRUCTION

I monitored the ROICC offices in my areas of responsibility io ensure performance, track
contract changes, and evaluate workload and required training. 1 provided construction
management guidance and assistance to the ROICCs by serving as the headquarters point
of contact for resolution of technical problems, funding problems, negotiation with
foreign firms, and coordination of contracted construction inspection.






EDUCATION:

Smoky Hill; Aurora, CO; 1980; High School Diploma

Colorado School of Mines; Golden, CO; Chem-Petro; Bachelor; 33 Semester Hours (8
hours — Math)

Texas A&M; College Station, TX; Ocean Engineering; 1984; Bachelor; 111 Semester
Hours (7 hours — Math; 60 hours — Engineering) _
Old Dominion; Norfolk, VA; MBA; Master Studies; 10 Semester Hours (3 hours in
Statistics)

PROFESSIONAL TRAINING:

Management

Management Development Seminar, 80hrs, September 2005; Art of Ventunng
Entrepreneurship in Corporate and Independent Settings, 32hrs, March 1997; How to
Handle Difficult People, 8hrs, Aug 1996; Mentoring, 8hrs, Mar 1996; Basic Management
Techniques, 40hrs; May 1995; Do You Want To Be A Supervisor?, 24hrs, Oct 1990;

Resourcing
Network Centric Operations: Understanding the Emerging Information Age, 32hrs,
October 2004; Planning, Programing, and Budgeting, 24hrs, May 1998

Contracting

Source Selection Course, 24hrs April 1995; Constructlon Contract, 40hrs, Jan 1989,
Modifications Contract Negotiation Workshop; 32hrs, Nov 1988; Design Contract

. —Management, 32hrs-Jul-1988:-Construction Contract-Administration-and Management
Course, 80hrs, May 1988

Congressional
Capitol Hill Workshop, 32hrs, Jul 1998

Engineering

'Environmental Document Writing, 24hrs, Aug 1989; Electrical Engineering For Non-
electrical, 32hrs, Mar 1989; Facilities Planner Course, 32hrs, Jun 1995; Real Estate .
Seminar, 16hrs, May 1997

PROFESSIONAL LICENSES AND CERTIFICATES:
Texas PE, 12/04 - last renewed

PERFORMANCE RATINGS, AWARDS, HONORS, AND RECOGNITIONS:
0 OSD Award for Excellence and Outstanding Performance Award — 2005

o Outstanding Performance Award — 2004

o Outstanding Performance Award — 2003

o Outstanding Performance Award — 2000



L

o Outstanding Performance Award - 1999
o Superior Civilian Service - 1998

o Outstanding Performance Award - 1997
o Quality Step Increase - 1996

o Outstanding Performance Award - 1995
o Outstanding Performance Award - 1994

0 Outstanding Performance Award - 1993

. 0 Cash Award for leading engineering team on the evaluatlon of the NAS Slgonella BQs

- 1993
o Outstanding Performance Award - 1992
o Quality Step Increase - 1991

o Outstanding Performance Award - 1989

o Letter of Commendation for installation of Atlantic Fleet Weapons Training Facility

(AFWTF) Underwater Tracking Range (UTR) expansion - 1986
OTHER INFORMATION:

Special Skills

o Expertise in leading teams both American and Multi-national

o Expertise is various forms of analysis

0 Expernse in Microsoft Office software (Word, Excel Powerpomt, and Acccss)
Accomphshments

0 Member of OPNAYV IPT for the development of a smg]e programming and budgeting
database - 1999 to 2000

o Member of the Executive Steering Committee (ESC) representing facility requirements
for the Atlantic Fleet's Regional Maintenance program - 1995 to 1998

o Technical Chairman for the Navy's $50M Base Improvement Project in Naples, Italy -
1995

o Technical Panel Member for the NAVFAC Facilities Computer Aided Design (CAD) 2
procurement - 1991

o Copyright for a SF171 Generator macro and forms written in WordPerfect 5.1 - 1992



o Publication - "CADS MAPS OCEAN FLOOR" Civil Engineering Magazine (Co-
author) — 1987

o Publication -“INNOVATIVE WEB TOOLS MAKE LIFE EASIER FOR THE STAFF
OF THE CHIEF OF NAVAL OPERATIONS” Chips Magazine (Co-author) - 2001
















SUMMARY OF QUALIFICATIONS
e Expertise in effective legislative, public relations, and business strategies. Has particular
specialization in appropriations law, information technology, and federal agency manapgement and
operations (including budgeting, financial management, and procurement).
»  Established mastery of technica) subjects and knowledge of broad public policy impact
« Highly motivated team player with demonstrated ability to lead/manage/delegate and take initiative

PROFESSIONAL EXPERIENCE
United States Department of Defense Arlington, VA
Special Assistant, Office of the Under Secretary of Defense (Comptroller) June 2006-Present

s Provides Acting Deputy Under Secretary (Financial Management) with business and technical
guidance to improve enterprise financial management operations and systemn integration.

» Represents Department’s fipancial, audit, intelligence, information technology and Air Force budgets
and policies as liaison to congressionsl appropriations committees.

» Delivers, under tight deadlines, critical analysis of legislative branch decision-making and its impact
on national defense policy, budgets, and legislation to Under Secretary and senior staff.

Office of Management snd Budget Wazhington, DC
Special Assistant, Office of E-Government and Information Technology March 2004-June 2006
s Lead office public affairs and legislative responsibilities for office overseeing $64 billion annually,
spent on information technology. Responsibilities included: speechwriting, strategy, formulation of

congressional testimony, congressional hearing preparation, government-wide appropriations
tracking, legislative drafting, message management and managing online presence.

s Directly respounsible for the Department of Labor $515 million information technology portfolio.
Responsibilities included: annual eveluation of 30+ business cases, quarterly evaluations, yearty
review and development of Department budget submission and.direct oversight of high-risk projects.

o Managed and coordinated execution of five Presidential E-government Initiatives which serve citizens
by providing free tax filing, one-stop reservations by cilizens for all government recreation areas,
online access to student loan data, centralized call center management and federal benefit eligibility
fools for citizens.

United States Department of Energy Washington, DC
Senjor Policy Advisor, Office of the Chief Information Officer January 2001-March 2004
e Senior staff member serving as a technical and policy advisor to the Secretary of Energy, Chief of
Staff, and Chief Information Officer.
¢ Lead technology team implementing the first use of digital signatures by a US Govermnment Cabinet
Member, which resulted in cost savings of $1 million.

Director of New Medla Southfield, M
Abraham Senate 2000 January 2000—January 2001
s Worked with technology, media and political consultants to develop and manage online campaign for
United States Senate candidate. Responsibilifies included updating multiple websites with rich
multimedia content, organizing an online grassroots campaign that grew to over 5,000 merobers and
launching the nation’s first wireless campaign news channe].

EDUCATION
Hillsdaie College Hillsdale, M1
B.A. Political Economy, Christian Studies 1996
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MATHEW J. KONKLER

EXPERIENCE: Japusry 2003 to Present

Public Affairs Specialiss, Office of the Assistant Secretary of Defemse for Public

Aftairs, Washington, DC

»  Develap strategio commmnication options for senior public affairs leadership and
create public affairs schedules for the Secretary of Defenss, Daputy Sccretary of
Defenso and Assistant Secretary of Defense for Public Affeirs

= Executs special projects in support of director and help coordinate regional
media outreach program; created and maintained database for briefing porposcs

» Reviow internal advence and media relaions procedures, improve operating
methods and make recommendations to director

October 2000 — December 2001
Aecount Executive
USAlrwayn.lnn Arlington, VA
Managed east-coast eales territory with anmal sales volume of $80 million
s  Respongibilities inchuled negotinting corporate contracts and identifying

opportnities for improvement through monitoring, analyzing and interpreting
revenua and market share

»  Coordinsted the gathering and processing of scnsitive dats into forms that
allowed evaluation and strategio planning

Angust 2000 - September 2000

Project Manager, Neighbarhood Services Initlative

District of Columbia Finsncial Responsibility & Management Assistance Authority,

WuhmgtmDC
Served as a Haison betwoen the criminal justice commpmity and govemment
works/social services agenciers during development and implemenixtion of new
government service delivery operating model

» Identified and developed new emmad media tactics gend implamented naw means
of Intra-govermmental and community outreach

s Sexrved on senior leadership team to sat projest direction, prerities and time-
lines

May 1999 - June 2000

Campaign Director, Kellems for Congress, Jeffersonvills, IN

» Directed campaign in 21-county southern Indiana district molnding firnd-raiging,
staff and volunteer training, media strategy, and grassroots organizatien

2 Coordinated schedule and public appearances for candidate

»  Advised candidate on {ssue management end media relationg

EDUCATION: Master of Business Admintstration, expected May 2003,
Concentration: Finance, GPA: 3.8, Oral Roberts University, Tulss, OK

Maater of Management, expocted May 2003,
Concentration: Human Resources, GPA: 1.9, Oral Roberts University, Tulsa, OK

- Bachelor of Sclence.in Business Msnagement, Msy 1993
GPA: 1.6, Cum Laude, Oakland City University, Oakiand City, IN
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ACTIVITIES: Graduato, National Republican Campaign College, 1999
President, MBA Association, Oral Roberts University, 1999
Student Body President, Oakland City University, 1994 - 1995
Delegate, Indiana Republican State Convention, 1996, 2000

HONORS: Who's Who in American Graduate Schools, 1998, 1999
Who's Who in Americas Colleges and Universities, 1994, 1995
The National Dean's List, 1994, 1995

REFERENCES AVAILABLE ON REQUEST

TOTAL P.B3



EDUCATION
2003-2007

1998-2002

EXPERIENCE
June - Aug
2007

June - Sept
2004

2002-2003

1995-2002

2001
2000

ADDITIONAL

AKHILA KOSARAJU

COLUMBIA MEDICAL SCHOOL

Doctor of Medicine, May 2007, Honored in 5 courses/clerkships

MCAT: Physical Science 13, Biological Science 13, Verbal 12; Class Vice President and
Dean’s Advisory Committee Member, 2003-07; President of the International Health
Organization, mised $100,000 for int=rnational projects, 2004

STANFORD UNTVERSITY
B.A., Human Biology, GPA 3.83/4.0, Graduated with Honors
Nominated for Firestone Medal for Excellence in Undergraduate Rescarch; Viee President of

Stapford in Government, the largest student group on campus, 2002; Tutor Coordinator for
Upwerd Bound, 2001

UUN MILLENNIUM YILLAGES PROJECT MBOLA VILLAGES, TANZANIA

Healthcare Consultant

Five-year multi-sectoral Unised Nations Development Program started in 2006

a Developed HIV/AIDS intervention strategy, timeline, and partnerghips for 15 villages
covering over 30,000 people that will drive the health agenda for year two of the project

a  Worked with a team to distribute 10,000 bed nets and provide malaria education to villages

2004 PRESIDENTIAL CAMPAIGN WASHINGTON DC

Nadonal Ethnic Outreach Coordinator

Leadership headguarters of political campaign

o Successfully built ethnic coalitions in cach of the 14 target states, led mectings with
national leaders, spoke at palitical rellics, developed strutegy with campaign leadership

¢ Culminated experience with media outreach on the floor of the Netional Cotrvention

CORO FELLOWSHIP IN PUBLIC AFFAIRS SAN FrRANCISCO, CA
Fellow
Highly selective year-iong leadership-sraining program
o Trained in public speaking, organizational analysis, fact-based questioning, team building
» Completed placements in govormuoent, palitics, business, labor union, and nonprofit
Hewlett Packard Headquarters, Government Affairs, Palo Alto.
Raised fimds for the Political Action Committee; positioned the CEQ nationally
St. Luke's Hospital Foundation
Performed a needs assessmnent of hospilal services for the Board af Directors

STANFORD BEHAVIORAL AND NEUROGENETICS RESEARCH CENTER STANFORD, CA

Research Assistant

The most comprehensive fragile X syndrome research project to date

s Conducted independent research on stresg and behavior in children with fragile X
syndrome; synthesized work with 8 senior honors thesis

» Co-authored paper on a measure 1o assess special education therapies. Presented st 2001
Children's Mental Health Problems & Early School: Research, Service, & Policy Issues S

JoHNs HoPxIns HOSPITAL HIV NEUROLOGY GROUE BALTIMORE, MD
Summer Clinical/Research Assivtant

KING’S FUND HEALTH POLICY THINK TANK LONDON, ENGLAND
Summer Intern

o Travel awnidly; enjoy debate, public speaking, and creative writing



WORK EXPERIENCE

Department of Defense March 2005 — Present
Speechwriler Arlington, VA
»  ‘Write speeches, talking points, Congressional Testimonies, and correspondence for the
Assistant Secretary of Defense for Health Affairs
* Coordinate and conduct interviews with the media far the Office of Health Affairs
» Prepare briefings for the Secretary of Defense and other governmental agencies
» Represent the Department of Defense in interagency communications meetings on

Avian Flu and Medcare
55% Presidential Inaugural Committee December 2004 — January 2005
Public Liaison Office Washington, DC

* Distributed invitetions and tickets for Federal Affairs which handled the Diplomatic
Corps, the Congress, the White House, and the Executive Agencies to the Inaugural

events
» Planned, coordinated, and marnaged the distribution of tickets at W{ll Call for Federal
Affairs :
Bush - Cheney 2004 August 2004 - November 2004
Advance Representative Washington, DC

» _Traveled natlanwide preparing for the Vice President’s over night campaign events

» Managed all press and staff needs, including setting up the 24 hour filing center and
staff office

= Settled all inancial obligations incurred by traveling party

v  Arranged travel accommodations for the Vice President and his traveling party

» Coordinated with Secret Service, host committee and hotel staff to ensure successful stay

for the Vice President
Office of the Majority Whip January 2003 - August 2004
Staff Assistant ' Washington, DC

= Prepared briefings on the political activities of the 2004 Presidential Candidates

» Monitored legislation and prepared relevant amendments to the legislation

"  Wrote personal correspondences for the Senator

" Served as a liaison for the Majority Whip to the Republican Caucus, the White House,
and executive branch agencies

= Alerted the Senate Republican Caucus to current and future legislative activities




Office of the Vice President ' January 2002 - January 2003
Senior Trip Coordinator Washington, DC
» Served as the liaison for the Vice President to United States Secret Service, White House
Communications Agency, and the White House Staff for all Vice Presidential travel
¢ Successfully coordinated over 150 trips for the Vice President
s Responsible for 80 advance staff and 100 traveling staff and security team on a 10 day, 12
country trip of the Vice President to the Middle East
» Prepared sensitive briefing materials for the Vice President
» Managed the financial payments of all traveling staff, hotels, rental car companies, and
additional assets for the Office of the Vice President _

Office of the Vice President Sephembet 2001 -December 2001
Vice Presidential Advance Intern Washington, DC

» Provided administrative support to the Office of Vice Presidential Advance

» Served as the 24 hour point of contact for all traveling staff

s Qversaw the monthly travel needs of the Vice President

EDUCATION

University of Central Florida 1996 - 2001 Orlando, FL
B.A. Political Science '







REPUBLICAN NATIONAL COMMITTEE, WASHINGTON, D.C.

DEPARTMENT OF RESEARCH/COMMUNICATIONS

Senior Analys! April 2002-June 2003

» Provided extensive research and strategic support to gubernatorial campaigns in lowa
and Minnesota during the 2002 election cycle

¢ Supervised analysts on long-term projects regarding SEC filings, FEC compliance,
and other various assignments
Authored research/media releases sent to over 2000 journalists and opinion leaders
Conducted background research on candidates for the 2004 presidential campaign
Coordinated political strategy and tracked developments with the House of
Representatives regarding legislation and weekly message

U.S. HOUSE OF REPRESENTATIVES, WASHINGTON, D.C.

COMMITTEE ON TRANSPORTATION AND INFRASTRUCTURE

Commitiee Staff March 1997-July 1998

e Acted as a liaison for the committee with its 75 members (the largest in American
history) and staff regarding legislation, events, and other pertinent matters

s Initiated the use of e-mail distribution as a more efficient way to distribute legislative
briefing material to congressional offices

» Edited reports on committee hearings and directed their publication on the internet
Managed the distribution and filing of amendments during committee mark-ups

U.S. HOUSE OF REPRESENTATIVES, WASHINGTON, D.C.

REPRESENTATIVE JOHN T. MYERS (R-IN)

Legislative Assistant July 1995-January 1997

s Researched and analyzed pending health care legislation, advised the congressmen,
and addressed constituent concerns regarding such Jegislation

s Monitored labor and employment issues, regulatory activity, and met with interest
groups pertaining to such matters

o Responsible for casework involving labor and pension matters and worked with the
Department of Labor in resolving matters for constituents

. Part-Time Staff Assistant November 1993-July 1995
¢ Researched legislative bills and activity for use by legislative assistants

» Acted as back-up scheduler and systems administrator when needed

o Generated form responses to mail from constituents

OTHER

Computer Skills: Microsoft Word, Word Perfect, Lexis-Nexis, Westlaw, HTML, Excel,
Exchange, Outlook, Power Point






PETER E. KUNKEL
CONGRESSIONAL APPROPRIATIONS LIAISON
OFFICE OF THE UNDER SECRETARY OF DEFENSE
COMPTROLLER

CURRENT ASSIGNMENT: Peter E. Kunkel is a Congressional
Appropriations Liaison in the Office of the Under Secretary Of
Defenge (Comptroller). On behalf of the Under Secretary of Defense,
Mr. Kunkel articulates and defends the President’s Defense-wide
Operations and Maintenance budget request to the United States
Congress. Major issues include the Joint Improvised Explosive
Device Defeat Task Force budget and the Iraq Freedom Fund, the
Commander’s Emergency Response Program, Train and Equip
authorities and funding, global contingency operations, the Irag
Security Forces Fund, and Global War on Terror authorities and
funding.
PAST EXPERIENCES: From 2003 to 2005, Mr. Kunkel was the
Special Assistant to the Assistant Secretary of Defense (Legislative Affairs) where he developed
and implemented strategies to communicate national military policy to the United States
Congress. His functions mcluded determining the intent and scope of formal and informal
congressional inquiries to the Departrent of Defense, advising on political considerations of
proposed legislation, issue hearings, investigations, and developments in the administration, and
coordinating coherent and comprehensive responses to Congress. He was responstble for issues
relating to counter-proliferation, missile defense and arms control, cooperative threat reduction,
nuclear forces strategy, and chemical and biological defense. From 2000 to 2002, Mr. Kunkel
was an associate director with the global investment bank UBS Warburg, LLC in New York,
New York. Mr. Kunkel executed equity and debt financing transactions in the commercial
aerospace and defense, health care, and telecommunications industries. He also performed
proprietary strategic analysis in the commercial aerospace and defense industries.

From 1992 to 1996, Mr. Kunkel served as an infantry officer in the United States Marine
Corps. He commanded Company (G, Second Battalion, and Seventh Marines after serving earlier
in the same tour as its executive officer and as 2 platoon commander.

EDUCATION: From 1997 to 2000, Mr, Kunkel eamned his J.D. from the University of
San Francisco School of Law. He is licensed to practice law in New York. From 1988 to 1992,
Mr. Kunkel attended Northwestern University on a Naval Reserve Officer Training Corps
Scholarship where he eamed his B.A. in economics.
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A.P"ﬂ 198910 Legislative Mﬁﬂ%ﬁg Technology, Space, and the Environment
Jamuary 1995 Congressmun Dana Rokiidacker (R-CA46)

United States Fiowse 0f Repfesentatives Washington, DC 20515

Congressman Dapa Robrabacher 202/225-2415 (may he contacted)

¢ Orgisated und prepened drafis and Goal Virsioss of amesdmenis e propased legitlation.
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Auguxt 1988 Senior Technical Writer, Copsilium, Ine. Mosntain View, CA

to April 1989 .+  Revissd, produced, snd taintained Consilinm's maitung, maerials

o Wi proposals to be prescated 1 prospective castomers.
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hone 19850 Applications Engineer II, U.S. Sprint. Barlingame, CA
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Technical Writer II, U.S. Sprint. Burlingame, CA
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\areh 1979 Applications Engineer II, Western Electric, luc. Sunnyvate, CA
toFe_b. 1981 : Was respousitde for EF &1 (cnpinecr, fienich, and install) services for then-Pacific Bell toll telephone centra) office equipment.
cabde, s aby snd &) ovher Yeqorired ecquripmens, . .
a  Duritg s insalistion, provided techpica) information and “dobepying” dat to installers iy Seid
Miaor: Camnputer Scirpec, . .
ey Arizom Se Univeryity — Three years of acronsutical engineering, 1974 ~ 1977.
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Activities Vice President, L5 Socicty, 1985 (~8500K/year non-profit organization),
the two years.of preparation Jeading 10 holding of actual converdion, managing volumecy staff of ~50 ($125K in '78 dollare
tota] revenss),
s Thomas M. Pirrone, Executive Vice President, Universsd Space Network, Inc.
piergironeim Dr. Scott Pace, Assistant NASA Chief of Staff
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National Federation of Independent Business
Assistant Director for Political Communications (May 2000 - June 2001)

o Took charge of political communication activities for one of nation’s largest
advocacy groups, setting up press events, writing press releases, columns, and
assisting with NFIB’s endorsements of political candidates

¢ Developed creative tactics to enhance NF[B’s involvement in targeted races,
including key Senate and Congressional races in 2000 election

¢ Promoted from regional communications manager, which involved handling press
relations for NFIB state directors throughout the mid-Atlantic region;

Kids! First! Yes! {(Aug. 1959 — May 2000)
Communications Director

s Established statewide cotnmunications office for Michigan school choice ballot
Initiative, initiating contact with state reporters, holding press events, and gaining
publicity for carmpaign efforts

e Wrote all press releases, assembled media lists, coordinate press conferences
across the state, and assisted in drafting of speeches for coalition heads, including
Dick DeVos

Michigan Senate Majority Leader’s Office
Communications Specialist (Feb. 1999 — Aug. 1999)

s Wrote press releases, speeches, columns, and performed other duties as assigned
on behalf of seven state senators in marginal Senate districts.

Office of U.S. Rep. Nick Smith (R-MI)
Press Secretary, Legislative Counsel (April 1997 — January 1999)

o Served as congressman’s spokesman to national and state media, wrote all press
releases, weekly column, speeches,

» Drafted legislation, met with constituents, and answered constituent mail on
judicial issues.

Office of United States Senator Spencer Abraham (R-MI) :
Special Assistant (Sept. 1996 — April 1997)

o  Wrote letters, met with constituents, staffed meetings with the Senator on various
legislative issues and performed special tasks assigned by Chief of Staff






««Greetingline»»

+HONORS AND ACHIEVEMENTS
William Uhler Hensel Senior Prize

2003 Recipient

< Awarded by the Franklin & Marshall English Department for best research during the
academic year. Paper Presented to English Department faculty and majors at award
reception. Published in the “Model Student Essay” handbook.

Sidney Wise Public Service Internship Award
2002 Recipient
<  Awarded by the Franklin & Marshall Government Department to a Government major who
hasdemonstmtedthemstpamonforgainingﬁrsthmdexpeneneem government and
gmdance to nlnmni m the ﬁeld. :

S .
200]Reczpumt
< AwardedbyanHm&MarshnﬂCoﬂegetosmldentseachymbuedondedlwﬁonto
service. Fellowship provides for intensive public service internships to foster leadership
skills and experience the workings of agencies and organizations that enrich the quality of
life in Lancaster. Fellows are psired with professionals in the local community.

" Deans ] GPA of 3.25 or r

@ Fall 1999, Fall 2000 through Spring 2003
Presidential Schelar .
% Scholarship awarded for demonstrated excellence in a rigorous high schoo! curriculum.
PiS Ipha Political Honor
< Membership based on enrollment in political science courses with at least a B average, and
overall GPA in the top one-third of the class.
and Crown Sephomore Honor § _
< Awarded on the basis of scholarship, service, leadership and character.

+ACTIVITIES~

Post- Collegtate

inistry of ington, DC (2003- Present)

gt_epg m gguonal Cogm olunteer (2003 “Present)
Junior League of Washington, DC (2005-Present)

City Tavem Club of Georgetown_(2006- Present)

Collegiate
Government Club (1999-2003) 2002: Elected Executive Board Vice President,
" 2003: Elected Executive Board President

College Republicans (1999-2003) Worked with Lancaster County Republican HQ to organize
Door-to-Door “Get out the Vote” efforts and voter registration drives

Student Senate (1999-2002) Safety and Security Advisory Board, Alcohol and Other
Drugs Advisory Board, Director of the “Off - Campus” Representatives

Sigma Sigma Sigma Sorority (2000-2003) 2000: Alumnae Relations Chair, 2001: ‘Elected as
Executive Board Membership Recruitment Director, 2002: Community Service Chair,
2003: Parliamentarian

John Neumann Association (1999-2003) Eucharistic Minister and Lector

Admissions Guide and Student Panelist (1999-2003)

America Reads (1999-2003) Member of founding committee that started the Partnership
Charter School mentoring program

Putting It Together in the Community (1999-2001) 1999: Selectedasafmshman

participant based on dedication to service in high school, 2000: Selected as on of 10 students
to help with design, administration and execntion of program

_ Onr Neighbors, Ourselves (Community Clean Up Service Project) (1999-2001)

pecial cs.of Lancaster County Volunteer (1999-2000)
Intramural Soceer (1999-2000)
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PROFESSIONAL EXPERIENCE Prior to 1984

OWNER - The Lawrence Company, - management, marketing, and government relations
consulting business. Alexandria, Virginia.

CHIEF OF STAFF for Senator Bob Dole
U. S. Senate, Washington, D.C.

PROFESSIONAL STAFF for Senator Warren Rudman
U. S. Senate, Washington, D.C.

THE SENATE REPUBLICAN CONFERENCE
U. S. Senate, Washington, D.C.

DEPUTY CAMPAIGN MANAGER - Senator Howard H. Baker for President,
Washington, D.C.

STOCKBROKER - Thomson McKinnon Securities, Inc., Arlington, Virginia.

CONSULTANT - National Conservative Political Action Committee, and Orrin G. Hatch
for Senate, Arlington, Virginia, and Salt Lake City, Utah.

DIRECTOR OF COMMUNITY RELATIONS -
American Freedom Train Foundation, Inc., Bailey’s Crossroads, Virginia.

ASSISTANT TO THE ASSISTANT ADMINISTRATOR -
U. S. General Services Administration, Washington, D.C.

DEPUTY DIRECTOR OF ADMINISTRATION -
Committee for the Re-election of the President, Washington, D.C.

STAFF ASSISTANT TO THE VICE PRESIDENT -
Office of the Vice President, The White House, Washington, D.C.

CAPTALIN - Information Systems Officer, U. S. Army, Medical Service Corps, Washington,
D.C. Additional duty assignment as a White House Military Social Aide

EDUCATION:

Harvard University - Kennedy School of Government; Senior Managers in Government
Program - 1990

University of Louisiana — Lafayette; B. S. in Business Administration - 1966



DALLAS B. LAWRENCE

PROFESSIONAL EXPERIENCE

U.S. DEPARTMENT OF EDUCATION - SCHEDULE C PRESIDENTIAL APPOINTEE, WASHINGTON, DC
Communications Director for the Assistant Secretary, August 2002 - Present

Outreach: Developed nationwide outreach plan designed to maximize reach of the President’s education
reform message. Specific emphasis was placed on targeting second tier print and radio. Implemented four-
month outreach program (September — December) that included in-state events in more than 12 states and
developed an aggressive six-month outreach agenda for next year (January —June) designed to move efforts
from re-active to pro-active with an emphasis on framing the education debate on the President’s terms.
Built strong relationships with supporting NGO’s and Associations to further the reach of the President’s
message. Involved in regular, senior level departmental meetings to discuss message strategy for the
Secretary and for the President.

Congressional Relations: Implemented a new program to proactively reach out to Members of Congress
for education town hall meetings and school visits to generate positive media for No Child Left Behind
(NCLB). More than one dozen successful events that have generated positive press coverage have been held
across the country in the past three months.

Media Direction: Managed the “roll-outs” of the President’s Reading First Initiative. This one billion
dollar program is the signature component of the President’s plan to reform reading in America. Duties
included inner-agency coordination of each state announcement (20 to date), media pitches and press
interviews. Efforts have led to more than 20 positive stories in tier one and two markets in key states (New
Jersey, Pennsylvania, Idaho, Mississippi etc.) during the past sixteen weeks.

Advance: Managed all advance for the Assistant Secretary including scheduling, media, intergovernmental
meetings and protocol.

U.S. CONGRESSMAN DENNY REHBERG (R-MT-At Large), WASHINGTON, DC
Communications Director, February 2002 — August 2002

Media Direction: Directed media strategy for the most populous congressional district in the country
(900,000+) covering over a dozen daily and one hundred weekly papers in more than thirteen media
markets in three states. In direct consultation with the Congressman, devised monthly and weekly message
strategy and implemented print and television media program to achieve goals. The strategy implemented
resulted in a 300% increase in positive print coverage (average of 14 stories a week) and a 100% increase in
television coverage (average of 10 segments per week).

Writing: Produced multiple press releases daily on broad range of issues (education, agriculture, resources,
budget), wrote weekly opinion columns for the Congressman and prepared talking points for daily radio and
television interviews. Wrote more than forty speeches ranging from one-minute political speeches to thirty
minute policy addresses.

Management: Managed in-state press secretary and assigned daily responsibilities to press secretary,
legislative correspondents, legislative assistants and state field staff. Worked closely with scheduler to plan
weekly state trips to maximize press opportunities.

GOPAC, GOVERNOR FRANK KEATING, GENERAL CHAIRMAN, WASHINGTON, D.C.
CONGRESSMAN DAVID DREIER, CONGRESSIONAL CO-CHAIRMAN
National Communications Director/Strategist, July 2000 — January 2002

Media Direction: Managed all press and public relations aspects of a national political organization
including the formulation of message and media strategy culminating in over thirty positive print and
television mentions during the 2000/2001 Election Cycles.

Writing: Produced weekly press releases, disseminated monthly newsletters to major donors and national
political/opinion leaders (1000+ circulation). Wrote, edit and produced GOPAC’s award winning audio CD
series distributed to over 50,000 households.

Internet: Responsible for writing all on-line content for award winning presence at www.gopac.com and for
writing GOPAC'’s Top Stories email distributed nationally to over 3,000 activists daily.

Political Strategy: Reviewed the viability and competitive nature of gubernatorial, state legislative and
local mayoral races. Advise Executive Director and Chairman where to target direct candidate financial
support and training resources. Offered guidance to targeted candidates and campaign managers on
effective communication, strategy and message tactics.

Coalition Building: Built relationships with conservative organizations and local, state and national Party
organizations to provide candidate training and political support. Offered continued guidance to global
conservative leaders including the British Shadow Secretary of State and elected/party leaders from Italy,
Sweden, Switzerland, Germany, Argentina, Canada, Kenya and Mozambique















United States Air Force
USAF Security Forces—Ground Combat Team Member September 1989-July 1991

EDUCATION:

Georgetown University, Washington, DC (GPA: 3.3)
Master of Arts in American Government with focus on U.S. foreign policy Graduated October 2006

THESIS: Neo-Wilsonianism: Is the Democratization Grand Strategy of the Bush Doctrine a Viable Form of American Values and a
Credible Aspect of U.S. Foreign Policy in the 21° Century?

Florida State University, Tallahassee, Florida

Bachelor of Science Degree Graduated April 2000
MAJOR: Criminology

MINOR: Political Science

Naval Officer Leadership School, Pensacola, Florida

Officer Training Command, NAS Pensacola August 2006-September 2006
USAF Airman Leadership School

Prince Sultan Air Base, Kingdom of Saudi Arabia Completed September 2002
Public Relations School, Washington, DC '

THE LEADERSHIP INSTITUTE Completed August 2003
Gulf Coast Community College, Panama City, Florida

Police Standards and Training Academy Graduated April 1995
United States Army Air Base Ground Defense School, Fort Dix, New Jersey

Ground Combat Infantry Training for USAF Police Academy graduates March 1990-May 1990
United States Air Force Police Academy, Lackland AFB, Texas

Military Law Enforcement Training January 1990-March 1990
COMMUNITY SERVICE:

United States Naval Academy Blue and Gold Officer
Recruitment Admission Liaison Officer for the U.S. Naval Academy

Speak to high school students about the U.S. Naval Academy.

Assist and counsel interested students regarding nomination and admissions.procedures.

Interview candidates for potential appointment to the U.S. Naval Academy.

Participate in college/career nights.

Develop a close rapport with principals and counselors in assigned high schools and community colleges.
Follow selected candidates through their four-year tenure at the USNA and commission the Midshipman upon
graduation from Annapolis.

WRITING & PUBLISHING:

¢ Wrote two keynote speeches for the U.S. Secretary of Agriculture Mike Johanns: The U.S. Meat Export
Federation annual meeting, 26 May 2005, in Washington; also, the American Recreation Coalition—Great
Outdoors Week, 8 June 2005 in Washington, respectively.

e  Published articles on interviews conducted with two forward-deployed naval officers in Uzbekistan and the
Kingdom of Saudi Arabia, respectively; the articles were published in the Defense Logistics Agency’s (DLA)
public affairs magazine, Dimensions, for the Winter 2004 edition.

¢  Published article in November/December 2004 issue of USDA Rural Cooperatives magazine.

e  Published article on DoD run website of the Defense Logistics Agency's Joint Reserve Forces Conference on
August 18, 2003.

e  Published on behalf of the Department of Political Science at Florida State University an editorial/letter in the
November 15, 1999 issue of U.S. News & World Report on President Richard Nixon's legacy to the world
regarding foreign affairs.

¢ Was community guest editorialist for The Tallahassee Democrat October 18, 1999; wrote an opinion editorial on
the Nixon Administration’s achievements in American foreign policy.

References Upon Request






WILLIAM R. LEVI

EDUCATION

s Stanford University, Stanford, CA (lass of 2006
o GPA:-40
o Bachelor of the Ars, Honors in Intemational Security Studies, with Distinction
o Abroad Studies: Stanford in Santiago, Chile (Winter 2005), and ILISA, Costa Rica (Summer, 2004)

REFERENCES

s Professor Coit D. Blacker (650) 725-5368
o Director and Senior Fellow at Freeman Spoglt Institute for International Studies (FST)

» Professor Mariano-Florentino Cuéllar (650) 723-9216
o Associate Professor of Law, Deane F. Johnson Facu.h:y Scholar

e Howard E. Wolf (650) 724-5992 °

o Presrdcnr., Stanford Alumni Association
WORK EXPERIENCE/PUBLIC SERVICE

s Assistant to the Special Assistant to the Secretary of Defense Upcoming, 2006

¢ Assistant Field Director, Heather Wilson for Congress Current

» Department of Defense— The Pentagon, Wasbington, DC Surmmmer, 2004
o OSD Policy Office of the Principal Depury Under Secretary of Defense for Policy (PDUSD(P))

e United States House of Representatives, Committee on the Judiciary, Wasbington, DC Jume/July, 2003
o Congressional Intern, Subcommittee on Crime, Terronism, and Homeland Securiry

¢ Congressman Robert T. Matsui, Was bington, DC and Sacramento, CA Aug./Sept, 2003
o Intern in Natonal and District Offices

COMMUNITY SERVICE

+ Public Service Smdent Advisory Board (PSSAB), Haas Center for Public Service, Stanford University ~ 2004-2005

» Project READ Literacy Program, Redwood City, CA 2002-2003

s St. HOPE Academy, Sacramento, CA 2002

s Putney, Costz Rica Summer, 2001

o Orphanage Building Project, Mexico Fall, 2000

» Seeds of Leaming, Nicaragua Summer, 1999

LEADERSHIP ACTIVITIES

» Teaching Assistant, Public Policy 50, Current Trends in International Policy and Affairs 2005

e Research Assistant, Preventive Force Conference, FSI/Hoover Institution 2005

» Vice Chair, Campus Programming, Stanford In Government (SIG) 2004-2005

» Director of Public Policy Porumn, Stanford In Govemment (S1G) 2003-2004

» Stanford Peer Academic Advisor (PAA) 2003-2004

AWARDS AND PUBLICATIONS o o
s William J. Perry Award 2006
o Excellence in PolicyRelevant Research, Senior Honors Thesis
o Entitled: Jdrtifying and E xplairing Oharge: Deloprrent of US Trmevogarion Palicy 1949-2006

o Published in the Dartmouth Law Journal. Volume 4, Issue 2. Spring, 2006
s Published in the Herodotus History Joumnal, Stanford University Spring, 2006
» Stanford University John and Marjorie Hines Prize, Best American History Essay 2005

Stanford University Joho and Marjorie Hines Prize, Best American History Essay 2004






Department of Defense, National Security Policy Consultant

Simulation Technologies, Inc. (STT), 2002 to 2004

With STI, Mr. Lewis directly served the Deputy Chief of Staff of the Air Force for
Warfighting Integration, Lt Gen Hobbins, as a policy advisor for congressional and
C2ISR issues. He was the point man for the Air Force’s warfighting concept - Predictive
Battle Space Awareness at the C2ISR Summit during these years. This was a
methodology that was principally intended to be applied to targeting enemy regimes.
Much of the early work focused on the regimes in Iran and Iraq.

In addition, he also managed STI’s counter-terrorism and intelligence proposals for the
New York Police Department, as well as wargaming efforts for STI’s other Department
of Defense customers. Mr. Lewis developed STI’s Rapid Response Wargaming paradigm
that was evaluated by the USAF Air Intelligence Agency for use in examining
Information Operations, and by the U.S. Air Force Research Laboratory for use in
gaming homeland security and counter-terrorism issues. It is also the paradigm upon
which USSOCOM has modeled their wargaming series.

Mr. Lewis also provided STI with in-house legal advice during contract negotiations and
disputes with the U.S. government. In 2003, Mr. Lewis prepared and filed a contract

~ protest with the Government Accounting Office on behalf of STI during a dispute with
GSA on an Air Force contract, resulting in a settlement favoring STI, which saved the
company several million dollars in potentially lost work, and it was one of only a few
successful protests against the government that year.

Department of Defense, Defense Analyst

Science Applications International Corporation (SAIC), 1999 to 2002

Mr. Lewis worked for Science Applications International Corporation from 1999 to 2002
as a defense analyst. He worked in SAIC’s Gaming and Foreign Research Division,
where he was assigned to the Headquarters of the United States Air Force as the senior
on-sight analyst supporting the Global Engagement and Future Aerospace Capabilities
series of Air Force wargames, which examined emerging threats to the United States in
the Middle and Near East. Throughout this time Mr. Lewis served as the Air Force
liaison to the CIA and DIA for intelligence support and collaborated with them
extensively while evaluating various threat scenarios.

During his tenure at SAIC he was also involved in the design, development, execution
and assessment of a number of other wargames, which examined threats in the Middle
and Near East, and South Asia, including National Defense University’s Capstone Series
(1999-2001), ONI’s Strategic Concepts wargame series (1999-2000), OSD/Net
Assessment’s Summer Study Series (1999-2001), and numerous classified games for the
Central Intelligence Agency.

United States Senate Foreign Relations Committee, U.S. Senate Majority Staff

From 1997 to 1999 Mr. Lewis served on the majority staff of the United States Senate
Foreign Relations Committee. In this position, Mr. Lewis supported the senior staff and
selected Senators on defense and foreign-affairs issues by tracking legislation, preparing
background materials, writing position papers, briefing Senators, and assisting with other
legislative and committee activities on arms-control treaties, foreign military sales, and
developments in the Middle East, South Asia, and Russia.



During these years, he spent a significant period of time working on issues related to
ferrorism and U.S. policy in the Middle East, including the U.S. position vis-a-vis the
Taliban. Mr. Lewis was involved in the first set of adversarial negotiations with
representatives of the Taliban in 1998, which were intended to convey that the United
States Senate would not recognize the Taliban as a legitimate government and would
seek to block any support others may provide them.

MILITARY EXPERIENCE

United States Marine Corps, 1988-1991

Mr. Lewis is a former Marine. After graduating as the distinguished honor graduate in
boot camp, he served in the ] MEF HQ S-3 and with the 3/1 STA Platoon as a member of
a scout/sniper team. He also successfully passed 1st Force Reconnaissance Company’s
assessment and indoctrination training, and was selected for duty with the unit but was
never assigned to the company.

United States Army National Guard, 2002-Present

Following 9-11, Mr. Lewis retumed to military duty, and since August of 2003, he has
served with the 19" and 20" Special Forces Groups. Before this he served with the 29"
Infantry Division. Mr. Lewis was commissioned through OCS, graduating as the
distinguished honor graduate.

MAJOR MILITARY EDUCATION COURSES

US Army, Infantry Officer Advanced Course, 2006

US Army, Special Forces Qualification Course Phase II, 2005

US Army, Special Forces Assessment and Selection Course, 2004
US Army, Airborne School, 2004

US Ammy, Infantry Officer Basic Course, 2004

USSOCOM, Special Operations Liaison Course, 2003

USSOCOM, Joint Special Operations Air Component Course, 2003
USMC/USN, Amphibious Airspace Coordination Course, 2001
USMC/MCI, Basic Reconnaissance Course, 1990

USMC/MCI, Guerrilla Warfare and Counter [nsurgency Operations Course, 1990

LANGUAGES

PUBLICATIONS

Wargaming South Asia’s Nuclear Threshold, Strategic Affairs, September 2002.

Iranian Threat Assessment: 2015, Global Engagement VI, United States Air Force, 2002
The Washington Times — Article on American, Chinese, and Taiwanese relations.

The Washington Times — Article on Clinton Administration foreign policy.

The Virtual Matrix: Command and Control in the 21*' Century, Global Engagement V,
United States Air Force, 2000.

Theater Air and Missile Defense in 2015, Global Engagement V, United States Air Force,
2000.
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Geneva Conventions to U.S. law and establishing a legal system for the trial of
high value terrorists.

Lead House counsel for “Detainee Treatment Act of 2005” regarding treatment
and judicial proceedings of military detainees in Guantanamo Bay, Cuba and Iraq.
Participated in negotiations between the House Armed Services Committee, the
Senate Armed Services Committee, the White House and others regarding the
passage of this act.

Regular work with Committee leadership including Committee Chairman,
Subcommittee Chairmen, Staff Director, General Counsel and policy chief.
Helped draft Counter-narcotics provisions of the National Defense Authorization
Act for Fiscal Years 2006 and 2007 (FY06 NDAA).

Helped draft significant revisions to the rape and sexual assault provisions of the
military justice system in the FY06 NDAA.

Managed resolutions of inquiry regarding the alleged leak of classified
information by the White House, the National Security Agency terrorist
surveillance program and the Department of Defense media relations in Iraq.
Managed the environmental portfolio.

Managed the civilian personnel portfolio.

Managed the South American portfolio.

Assisted in oversight of the War in Iraq. ,

Assisted the Committee General Counsel in ethics, parliamentary and other legal
matters.

Personal and ethics counsel to Representative Joel Hefley (CO-5), the Chairman
of the Readiness Subcommittee. Representative Hefley was voted the most
ethical member of the House by the Washingtonian Magazine during this period
of time.

US HOUSE OF REPRESENTATIVES, Washington, DC 2003 - 2005

Counsel to the Chairman, Committee on Standards of Official Conduct

Senior legal and political advisor to Representative Joel Hefley (CO-5), the
Committee Chairman.

Advised Chairman regarding the investigation of a complaint against the House
Majority Leader, Representative Tom DeLay (TX-22).

Advised the Chairman regarding the investigation into allegations of bribery
regarding the passage of the Medicare Act of 2003.

Advised the Chairman regarding proposed changes to the House Rules for
investigations by the Committee on Standards of Official Conduct (“House Ethics
Committee™).

Participated in daily management and oversight of all Committee activities,
including management of Committee personnel.

Attended weekly meetings of all House Committee Chairmen and leadership
staff.
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US HOUSE OF REPRESENTATIVES, Washington, DC 1997 - 2003

Investigative Counsel, Committee on Standards of Official Conduct

Participated in the investigation and litigation of ethics complaints against
Members, officers and employees of the House of Representatives.

Worked on a regular basis with senior members of both parties in the House of
Representatives on the Ethics, Appropriations, Ways and Means, Rules and
Judiciary Committees.

Lead counsel in televised hearings resulting in the expulsion of Representative
James Traficant (OH-17) in 2002.

Co-counsel in the investigation of the Chairman of the House Transportation
Committee, Representative Bud Shuster (PA-9), 1997-2000.

Co-counsel in the investigation of Representative Jay Kim (CA-42), 1997-1998.
Responsible for the review of Financial Disclosure Statements by members,
officers and senior employees of the House of Representatives.

Provided advice and recommendations to Members and staff regarding the ethics
rules of the House.

Responsible for revising and updating Committee Rules and precedents.

US DEPARTMENT OF JUSTICE, Washington, DC 1993 - 1997

Trial Attorney, Organized Crime and Racketeering Section

Investigated and tried complex organized crime cases in federal courts throughout
the country, with particular emphasis on RICO (Racketeer Influenced and
Corruption Organizations Act) litigation.

Participated in the review of over two hundred proposed RICO indictments and
researched and edited portions of the draft revision of the RICO manual for
federal prosecutors.

Reviewed RICO and organized crime legislation.

Received the Assistant Attorney General’s Award for Special Initiative for
distinguished service in the preparation and negotiation of a settlement to remove
organized crime influence in the affairs of the Laborers’ International Union of
North America in 1995.

NY DISTRICT ATTORNEY’S OFFICE, New York, NY 1987 - 1993

Assistant District Attorney
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Primary duties included the investigation and trial of complex narcotics cases,
including assistance in narcotics related homicide investigations.

Assigned to the Special Investigations Bureau for the supervision of long-term
electronic surveillance investigations from 1990-1993, working with city, state
and federal agents.

US MARINE CORPS RESERVE, Camp Lejeune, NC 1984 - 1987

Judge Advocate, Captain

Lead counsel as either prosecutor or defense counsel in over twenty felony jury
trials including child abuse, rape, narcotics trafficking and military offenses.
Direct responsibility for over two hundred cases involving general court-martials,
special court-martials and administrative discharge proceedings.

EDUCATION

JD, University of Notre Dame, 1983

BA (History), University of Notre Dame, 1980

BAR ADMISSIONS

New York (1990); New Jersey (1984)

TEACHING AND PUBLICATIONS

Instructor on Commercial and Contractual Relations: Georgetown University
School of Continuing Studies (Paralegal Studies Program)

Guest Lecturer: George Washington University Law School (Congressional
Investigations Seminar with Judge Richard J. Leon, U.S. District Court for the
District of Columbia)

Drafted and researched law review article for Representative Joel Hefley (CO-5):
“Congress and Religion: One Representative’s View,” 20 ND J.L. Ethics & Pub
Pol’y 335 (2006).
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e Currently researching law review article on the investigative procedures used by
the House Ethics Committee between 1997 and 2004. Article to be submitted for
publication in the fall of 2006.

OTHER POLITICAL ACTIVITIES

o Congressional Intern, 1977

e White House Press Office Intern, 1975

SERVICE ACTIVITIES
e Notre Dame Club of Washington: Board of Directors, 1995 - 2001
¢ Notre Dame Club of Washington, Community Service Coordinator, 2000 - 2001

e (Capital Partners for Education: Mentor



ESSICA LIGHTBURN

PROTOCOL

EVENT
PLANNING

LOGISTICS
AND
ARRANGMENTS

EDUCATION

%
.

, Special Asgistant to the Secretary of Defense nad Depaty Secretary of Defense for Protocol

The Pentagon, Office of the Secretary of Defense
Wuhhxgmn, DC, January 2008-present

Direan]lacdwuaofﬂnOfﬁceometncolmeﬁmofﬂwarmtyofDefemMm
Overses the expense accountability process and use of Official Representation Funds for
Secretary and Deputy Secrettry ceremonies and events

Effectively manage incoming and outgoing gifts for international and domestic travel and
coordinate timely acknowledgment and thank you letters

Execute official meetings, luncheons and plensry sessions with national and international
significance

Initiate event planning and appropriate menu selection for all official events

Brief Secretary in advance of evenis oa sequence and logistics and provide on-site support

Protocol Officer, The Pentagon, Office of the Secretary of Defense
thh\gm DC, Suly 2006-pregant

Execute meetingg, caremonies and official svents hosted by the Secretary of Defense and Deputy
Secretary of Defense including visits from beads of state and foreign ministers, Cabinet
Secrataries, foreign dignitaries, outreach groupa, and President Bush and Vice President Cheney
Prepare briefing papers and seating charts, track invitation responses, manage guest lists,
coordinate with security datail on arrivaly/departures, greet and escort distinguished visitors,
collaborate on primted avent materials, communicate press needs, and coordinate menus

Monitor ongoing avents, provide on-afte support and respond to last-minute event changes

Lead Protoco! Offica scheduling mestings and assign upcoming events to action officers
Maintain datahasa of personal and professional contacts of the Secretary and Deputy Secretary
Worked on logistics and event details for: Sepiember 11* Pentagon Observance, September 11
Five Year Anniversary Wreath Laying Ceremorny, Full Honors Tribwte 10 Owigoing Secretary of
Defense Donald H. Rumsfeld, Swearing In Ceremony of Secretary Robert Gates, Full Honors
Arrival Ceremony for President Hamid Karzai, Divmer in honor of the Combatars Commanders
2006 and 2007, Steate Funeral of President Gevald Ford, Swearing In Ceremony of the Secretary
of the Army, Dirmer in honor of the reilring Vice Chatyman of the Joints Chiefs, Dirmer in honor
of retiring Chairman of the Joint Chiefs of Staff, 2007 POW MLA Tribute and Parade

Operations Program Measger, Atlanta Arrangemens, Inc., Atlanta, GA, February 2006-Jyne 2006

Carried out all sapects of event on-site and served as liaison for clients and guests
Contracted vendors for transportation, venue, décor, entertainment, catering, and evant design

Coatractor, PRA and The Tian Agency, Atlanta, GA, October 2005-Janusry 2006

Served as an-site event manager at conferences and dine-arounda
Coordinated with talent managesnent, submiited offer letters, negotiated terms for celebrity guest
appeamances for Rinnal Beverly Hifla Hotel Event

Invitation Assisisat to the White Hoase Sockal Secretary
The White House, Office of First Lady I mra Bush, Wﬂhmgtm:,DC.OcmbuZMJ-.lulym

Coondinated guest lists and served as first point of contact for social everts within the Executive
Residence for President George W. Bush and Mrs. Laura Bush

Served as ligison with oulside organizations and other White House offices by researching and
confirming event details, gnest listy, invilations, geie lists and logistics for the following annual
receptions and other special events: Presidential Medal of Freedom, Congressional BBQ,
Kermnedy Center Honors, An Americen Celebration at Ford's Theater, National Book Festival,
Congressional Ball, Friends and Family inaugwral hunches, Diplomatic Corps Reception
Maintained concise, updated event information for The President and Mrs. Bush’s personal use
Supsrvised team of six volunteers 16 successfully execute all background logistics for events
including the 2003 and 2004 White House Holiday Seasons (over 30 parties and 10,000 guesis)
Managed the White House databage of over 50,000 guest records

Furman University, Greeavifls, SC, May 2003
Bachelor of Aris in Communication Studies, Cum Laudle






LEGISLATIVE CORRESPONDENT March, 2003 — February, 2005
‘United States House of Representatives, Congressman Adam H. Putnam
* Researched constituent questions and concerns on legislative issues and crafted responses
» Managed Internet Quorum correspondence system, including organizing mailing lists and
creating constituent databases
¢ Conducted legislative research
» Worked with Liaison Offices to respond to constituent inquiries

STAFF ASSISTANT February, 2002 - March, 2003
United States Senate, Senator Jefferson Sessions

e Assisted with research and special projects

s Provided Capitol tours to constituents

* Answered phone calls from constituents and greeted constituents and visitors

OUTSIDE ACTIVITIES
FLORIDA STATE SOCIETY

Treasurer and Board Member January, 2008 — present
e Manage finances for 501 (c) organization
o Fundraising development and outreach

Communicati ms Director and Board Member January, 2007 - January, 2008
¢ Devel yed, updated and maintained organization website
e Created communications materials for members and sponsors

CORKER FOR SENATE CAMPAIGN November, 2006
Volunteer

Placed calls to registered voters in support of Candidate Corker

Election day precinct data reporting

Delivered campaign materials to neighborhoods

Assisted campaign staff with special projects as needed

PUTNAM FOR CONGRESS CAMPAIGN October — November, 2004
Volunteer

e Helped develop database management system of supporters

o Helped Bush/Cheney local headquarters with special events

e Posted signs and materials near precinct voting locations on election day

EDUCATION

Boston University May, 2001
Bachelor of Science, College of Communications

Public Relations and Political Science
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Legislative Asaistant,
Senator Alfonse D Amato [(R-
NY). Handled all martters
involving the Defense and
Foreign Operations
appropriations subcommittees.

EDUCATION

Ohic State University., 1984















