RESUME

Anne Marie Francis
 
Education & Qualifications: 
· 1989 Awarded Bachelor of Arts Degree in Journalism and Mass Communications from the University of Massachusetts at Amherst
· 1995 Awarded Information Business Technology Diploma in Client/Server Development from Clark University Framingham, MA
· 2000 Certificated SQL Server Database Administration & Implementation
· 2001 Certified Interior Decorator - Thompson Learning Academy, Philadelphia, PA
· 2009 Jemma Kidd Make-up Master Class
· Certified Real Estate Home Staging Trainer & Curriculum Developer
 
Software Skills: 
MS-Word 2007, MS-Access 2007, MS-Outlook 2007, MS-Publisher 2007, MS-Excel 2007, MS-PowerPoint 2007, MS-Project, MS-Visio, MS-FrontPage 2003, Adobe Acrobat 8, Corel Paint Shop Pro Photo XI, Adobe Photoshop CS3, Adobe Illustrator CS3, QuickBooks 2007, eMaximation (Customer lead generation tool)
 
Work Experience:
February 2010 – July – 2010 The Franchise Edge, LLC & Franchise Sales Solutions - Tampa, Florida 
Position: Corporate Coordinator/E-Marketing Manager/Pre-Sales
 
· Corporate liaison with partner Sysco Foods-iCare program
· Created Franchise Proposals, Financial Feasibility Reports
· Created Presentations for clients to use as a selling tool for prospective franchisees
· Online marketing and SEO for multiple web portals
· Created copy for manuals, press releases and web content
· Wrote a series of informational emails that were sent to potential franchisors once their information was entered into our CSR program
· Developed relationships with potential franchisors and franchisees
· Tracked work flow process of the franchise model cycle
· Wrote Operations manuals
· Developed Franchise Image branding packages and marketing material
 
January 2001 – November 2007 & January 2009 to Present - Tampa Bay Home Stagers Group, Inc. - Tampa, Florida 
Position: Interior Decorator/Consultant/Trainer
· Consult with homeowners to increase chances of selling their property faster and for more money
· Create Interior Decorating Plans per client specifications
· Gather bids from Sub-Contractors and act as Project Manager
· Select soft goods and furniture, lighting, paint, etc. for projects
· Develop and present Project plans to clients and follow process through completion
· Oversee all aspects of operating a corporation on a daily basis
· Prior to bringing on a business partner, handled all the accounting, tax related and corporate issues of company. Answered phones, kept files neat and organized, followed up with clients after project completion to gather feedback, address issues and offer additional services
· Created a very successful, high-profile firm that is regarded as the number one resource for Home Staging and Training in Tampa Bay, due to our professionalism, attention to detail and success rate
· Closely follow and analyze Real Estate Market Trends in the U.S. most notably in Florida and Northeast United States
· Clients include large-scale Home Builder Inventory Homes 

· High-end Investor properties valued at 2.2 Million USD and up
· Developers and private investors trust me to maintain complete confidentiality with regard to their real estate ventures
· Created a highly successful Professional Home Staging Course 

· This course includes two full days of classroom instruction as well as hands-on training in actual homes we are working on
· Created and deliver highly sought after Realtor and Home Builder presentations to audiences of 100+ people on the art of Home Staging
 
November 2007 - January 2009 - Mentor Middle East, Dubai, UAE 
Position: Business Analyst/Senior Training Consultant
· Managed company's Training Consultants and oversaw their projects to ensure quality control
· Researched and Created custom training modules based on client requests
· Projects: 

· Six month contract with ReMax Watanyia to develop entire Human Resources Department, documentation, training manuals, hiring tactics, employee retention.  The purpose was to develop the department so they could hire a full time HR Admin that would use the system I set in place.
· Taught Professional Business Writing Course - HSBC
· Taught Advanced PowerPoint Skills Training 
· Worked with British American Tobacco Company, Dubai, UAE, to develop a complete Interactive User Manual for Laptop Image set up and employee instructional manual for related software applications provided by the company
· Created and delivered several training seminars on Employee Retention Programs
· Developed and Delivered HR Department job descriptions, pay scales, benefits, employee review processes and incentive programs
· Consulted with clients regarding employee needs assessment for additional training to increase productivity
· Created online marketing campaign to increase company standing in the Dubai market. This included SEO, mass-email marketing campaigns and banner ad creation as well as well as blogging to increase online presence
· Analyzed statistical data relating to web site hits and search engine keywords used and enhanced web site content to create more traffic 
 
January 2001- December 2001 - Jagged Peak, Inc. - Tampa, Florida 
Contract Position: Technical Account/Project Manager 
End-to-end e-Commerce solutions provider (including fulfillment)
· Corporate restructuring of employee roles within the company by defining specific duties for each department head and its employees
· Conducted corporate training seminars to keep employees abreast of corporate direction, changes and goals
· Helped create and orchestrate a restructuring initiative within the organization whereby Project Managers would have a solid understanding and background in IT so they could hold developers more accountable for their delivery time on milestones 

· This included letting some people go, retraining others and guiding the PMs in the proper use of process flow administration tools (MS-Project)
· Created Business Requirements documentation for clients
· Set up client projects in MS-Project and assigned tasks to various developers, QA personnel and milestone objectives for project managers
· Prepared and presented detailed project proposals to major clients such as Jet Blue Airways, Minor League Baseball Committee, Conde' Nast, South African Airways, etc.
· Routed all client inquiries regarding their projects to the proper department
· Tracked projects from conception to production
· Conducted QA and testing for web sites and applications
· Oversaw fulfillment management of goods/services
· Created business rules for internal Account Services Department
· Developed automated document templates and sales processes for internal development team to track projects as they progressed from conception to implementation 
 
July 1999 - January 2001 - Articulent, Inc. - Hopkinton, Massachusetts 
Contract Position: Business Analyst/Senior Project Manager 
Data warehousing, back-up and disaster recovery consulting company 
· Developed custom reports using Crystal Reports against SQL Server and Access databases
· Designed, Developed and maintained IT section of company Intranet web site using MS-Front Page against an MS-Access database
· Created a work-flow process application to track trouble tickets as they were received and addressed by the help desk
· Developed and maintained existing MS-Access applications and databases, as needed
· IT Project Manager for Novient(Proprietary PSA Software) implementation initiative
· Installed, implemented and supported Novient Application, a Professional Services Automation tool (PSA) 
 
June 1998 - July 2000 - Wyman-Gordon - Grafton, Massachusetts 
Contract Position: Business Analyst/Senior Project Manager 
Objective: To assess and correct areas lacking ISO 9000 compliance required by major airline customers, both private and government. 
· Created a custom-built process flow tool that allowed data extraction from existing flat data files that were then manipulated and merged with the process flow tool I created
· Developed a user-friendly front-end application for workers in the plant to input data at critical checkpoints
· Wrote all user documentation and trained employees how to use the tool
· Created a series of custom reports for Executives that showed exactly where each piece of equipment was at all times; using Crystal Reports
· This system successfully tracked the entire process, location and quality control of every part manufactured up to point of shipment
· Results were successful and Wyman-Gordon was in complete compliance with ISO 9000 standards by the end of my contract. 
 
Personal Assessment: 
1) Highly ethical and professional in appearance and behavior
2) Strong and authoritative individual with extensive daily operational business knowledge
3) Extremely loyal and respectful of different cultures and environments
4) Ability to function as both a leader and part of a team
5) Professional mannerism in both outward and inward appearance
6) Excellent verbal and written communication skills
7) Very analytical thinker with the ability to solve complex issues using all available resources
8) Excellent time management skills
9) Professional experience with IT infrastructure, software development and implementation as well as web design and maintenance. 
 

Phone: 813-388-6045
Cell: 813-418-2784
