JANE ELIZABETH DOE
Washington, DC   |   jane.e.doe@gmail.com   |   (202) 555-5555

PROFILE – Passionate emergency manager with 8 years’ experience in project management, training & exercises, and disaster response. Has led large, multi-stakeholder planning and exercise projects for State and Federal Governments and trained Red Cross personnel on disaster ops. Excels in fast paced environments, champions continuous improvement, and has a knack for synthesizing complex info into one-pagers. Seeking a role to utilize my unique skills in order to better serve my country.	Comment by Stephanie DeLorenzo: Tweak this so it is personal to you. It should be good summary of yourself but also relevant to the job posting.

SUMMARY OF EXPERIENCE	Comment by Stephanie DeLorenzo: Do this last after you fill out the rest of the resume. This just helps HR get an understanding of your experience to make sure it is relevant to the job posting and that you have the correct number of years experience.
· State Gov (2 yrs) - Project management, exercise development and expertise, supporting emergency operations center disaster ops, building partnerships, develop job aids and reports.
· Consulting (3.5 yrs) - Exercise designer for states and locals; identified programmatic gaps; authored after action reports and improvement plans; briefed senior leaders. 
· Red Cross (1 yr) - Managed 50+ disaster volunteers, built and maintained training curriculums, responded to local incidents, analyzed and improved disaster programs for four counties.
· Volunteer (ongoing) - Deployed to disasters zones as strategic planner; analyzed Red Cross’ new Immediate Assistance program
KEY SKILLS	Comment by Stephanie DeLorenzo: Match to the key words in the “Qualifications” section (Under the “Requirements” tab). Keep them relevant.
· 
· Incident Response
· Leadership
· Plan Writing
· Report writing
· After action reviews
· Briefing leadership
· Process improvement
· Facilitation
· Public Speaking
· Data Analysis
· Stakeholder Engagement


WORK EXPERIENCE
Columbia Emergency Management Division	09/30/2021 – Present	Comment by Stephanie DeLorenzo: Put full dates the best you know them (this helps HR calculate that you have 52 weeks or more experience per the “Qualifications” section)
1385 Canal Street SE, Washington, DC 20003	Full time - 40 hours/week	Comment by Stephanie DeLorenzo: Salary is not needed but if you’d like to add it, put it under here

Emergency Planning Coordinator	
I am a member of the Recovery Bureau at the State of Columbia Emergency Management Division (EMD), directly serving the Bureau chief and carrying out priorities of the Recovery Bureau. I manage multiple projects focused on exercises, planning, and the emergency operations center. 	Comment by Stephanie DeLorenzo: This is optional but I find it’s helpful to explain the position/company a little bit here to give HR context.
Exercises	Comment by Stephanie DeLorenzo: These subtitles are not necessary but for jobs with a lot of responsibilities, this may be helpful to break it down (you will see follow on jobs below don’t have these)
· Leading and coordinating the Recovery’s Bureau’s planning and participation in the annual statewide full scale exercise.	Comment by Stephanie DeLorenzo: **MATCH THESE (and all follow on bullets of all jobs) TO THE QUALIFICATIONS SECTION THE BEST YOU CAN**

To get an interview, you need to clearly demonstrate you have experience doing what was listed in the “Qualifications” section of the posting.	Comment by Stephanie DeLorenzo: The most relevant and important job accomplishments and duties should be towards the top of each job.
· Provide direction and recommendations to the Recovery Bureau as exercise expert.
· Attend planning and committee meetings on behalf of Recovery and manage relationships with the bureaus within and outside Columbia EMD.
· Brief leadership and divisions on exercise events and create one-pagers on exercise updates.
EOC Support
· Co-leading job aid/PTB development for the Recovery position with the emergency ops center.
· Staff the EOC seat during disaster operations and compile the daily reports for senior leadership to reference during meetings and brief outs. 
· COVID-19 Response– Deployed with the EOC and led the creation and dissemination of the “Daily Snapshot Report” for 100+ external partners.
Planning & Doctrine
· Managed Columbia State Recovery Guide rewrite, a state mandated plan describing how all federal government entities coordinate disaster operations during recovery.
· Built and maintained relationships with external federal stakeholders & incorporate their expertise.
· Facilitated meetings, and brainstorming sessions with the multi-agency Core Planning Team.
· Drafted written reports and conduct oral briefings with external partners and senior leadership.
· Maintained detailed project plan and provide direction to contract staff on project plan execution.

Acme Group Inc.	12/08/2020 – 06/14/2021
300 N Main St, Anytown, VA 22333	Full time - 40 hours/week
Associate
Acme Group is a veteran owned, full-service consulting firm specializing in exercises, planning, and training services for local and state governments and agencies. 
· Led the development and execution of five disaster exercises for state and local agencies across Delaware, New Hampshire, and Maine.
· Project manager for City of Anytown Emergency Operations Center functional exercise.
· Maintained project plan, schedule, briefing materials, and communication with the clients.
· Developed written After Action Reports and proposed solutions for program improvement.
· Briefed senior leadership on exercise analysis and authored the agency’s Improvement Plan to improve agency business practices. 
· Designed public facing marketing and preparedness content (company website, Facebook, ads).

EverCo LLC	08/30/2018 – 11/16/2020
2451 Maple Rd, Townburg, VA 22299	Full time - 40 hours/week
Associate
EverCo, LLC is a government consulting firm specializing in IT, risk management, and homeland security. In this role I supported the U.S. Department of Energy Stakeholder Readiness and Exercise section.
· EXERCISE DEVELOPMENT: Led the development and execution of ten disaster exercises for critical infrastructure owners and operations nationwide (e.g. airports, stadiums, college campuses). Led scenario development, inject creation, and graphic design for all exercise elements.  Facilitated planning meetings with and authored exercise documentation for conduct. Authored written After Action Reports and proposed solutions for program improvement.	Comment by Stephanie DeLorenzo: This is another way you can organize your bullets and work accomplishments. You can bucket multiple bullets into one with a key word or phrase at the beginning. These words should be pulled from a Qualifications section. For example, this hypothetical job wants someone with an exercise background so I bucketed multiple things in that category to make one long, detailed bullet.
· SUPPORTING LEADERSHIP: Compiled written exercise awareness reports and information papers for DOE leadership. Briefed senior leadership (infrastructure owners, public safety, and federal representatives) on training gaps based on exercise findings.
· PROGRAM ANALYSIS: Analyzed and evaluated issues in clients’ programmatic activities and policies based upon exercise findings. Proposed process improvement recommendations using gathered qualitative gained through extensive plan testing. Authored Improvement Plans and provided a detailed account regarding how to meet objectives. 
American Red Cross	06/04/2017 –07/06/2018
200 Market Rose Rd, Green Hill, SC 29881	Full time - 40 hours/week
Disaster Program Manager
In this role I revamped and managed the emergency management program and activities for a Red Cross chapter with a population of 400,000+. As the Mass Care lead for each county, I coordinated with agency partners across 4 counties to strengthen our collective response and recovery capacities.
· Led and trained a cadre of 50+ disaster volunteers across four rural South Carolina counties.
· Developed training curriculum for disaster volunteers and built team of volunteer leaders. 
· Facilitated meetings and disaster trainings with senior leadership (public safety agencies, elected officials, and local government) across each jurisdiction.
· Built relationships and collaborated with local organizations and voluntary agencies on disaster preparedness, response, and recovery.
· Analyzed disaster program effectiveness and wrote chapter specific disaster operations plan.
· Managed statewide program to install 50k smoke alarms in homes across South Carolina and educated homeowners on fire safety.
· Coordinated directly with area churches, fire departments, and neighborhood associations to plan outreach events and install smoke alarms within their communities.
· Led the development and execution of a tabletop exercise for the Catawba Indian Nation.

Maryland Division of Emergency Management	01/12/2017 –05/01/2017
200 Market Rose Rd, Green Hill, SC 29881	Part time - 16 hours/week
External Affairs Intern
I spent the Spring of 2017 as an intern within the External Affairs department that is tasked with public outreach, community engagement, marketing, and media relations.
· Communicated preparedness tips to a diverse audience using print and digital media.
· Designed public facing disaster preparedness content such as flyers and rack cards.
· Spearheaded company branding through social media advertising campaigns.
· Provided assistance during children’s emergency preparedness outreach events across Tallahassee.

VOLUNTEER	Comment by Stephanie DeLorenzo: This section can be anything you want that would be helpful to show you have the correct experience. For instance, if this was a research heavy job and you have published papers, maybe change this section to “PUBLICATIONS” and list those. That would be more valuable than showing you are a Boy Scoot Den Leader. Remember, the purpose is to match the job posting/Qualifications section	Comment by Stephanie DeLorenzo: Also, feel free to add sections as needed.
Planning Section Chief	American Red Cross | Deploying position		         10/2015 - 11/2018
· Led strategic response and recovery planning for the operation.
· Analyzed and evaluated situational awareness data to inform response and recovery operations.
· Coordinated with fellow voluntary agencies to devise feeding plans and bulk distribution.
· Analyzed and report daily individual assistance data to National Headquarters.
· Prepared written daily Incident Action Plans and Situation Reports for distribution.
· Briefed outside agencies (including FEMA) on damage assessment and Red Cross activities.
2018 Hurricane Florence - Columbia, SC
2017 Hurricane Harvey - Corpus Christi, TX
2016 Texas Statewide Floods - Houston, TX
2015 South Carolina Statewide Floods - Charleston, SC
Senior Member (Emergency Services)	Civil Air Patrol | Columbia Squadron       11/2020 - present
· Re-building emergency services program from scratch with Emergency Services Officer.
· Analyzing training gaps within squadron and devising training schedule for interested members.
· Building curriculum to teach cadets incident command structure and exercise design principles.
· Developing Multi-Year Training and Exercise Plan for the Squadron.
· Brief members on emergency operations processes and procedures monthly.

EDUCATION
Florida United University 
M.S.P - Masters of Science Urban Planning/Emergency Management
Activities: International Association of Emergency Managers (IAEM) Chapter Vice President;
Campus First Responder Program, EMT B
Thesis: “Emergency Evacuation Planning for Senior Living Facilities”

University of Columbia 
B.A. - Bachelor’s Economics
Magna Cum Laude
Activities: Campus First Responder Program, EMT B

	COURSES
	AWARDS

	
FEMA Emergency Management Institute
IS 100, 200, 700, 800
ICS 300, 400
Professional Development Series
IS 2700: National Mitigation Strategy
IS 2900: National Disaster Recovery Framework
IS 1014: Integrating 406 Mitigation into PA Grants
IS 1000: Public Assistance Program and Eligibility
IS 244: Developing & Managing Volunteers
IS 230: Fundamentals in Emergency Management
IS 235: Emergency Planning
IS 241: Decision Making & Problem Solving
IS 242: Effective Communication

FEMA Advanced Professional Series
G393: Mitigation for Emergency Managers
G270: Recovery from Disaster
G290: Basic Public Information Officer
L-146: HSEEP


	
2017 Distinguished Alumni Award
University of Columbia






