NANCY M. LANDREVILLE

P.O. BOX 392

ROCKVILLE, MD.  20851

301-231-7831
LEGAL EXPERIENCE: 

1. United States Army Reserve – Senior Legal NCO, Training for Legal Warrant Officer – 17 years (1984-2001).   

Duties:  Responsible for pre-mobilization documents and preliminary interviews.  Discussed with each soldier deployment details and prepared legal documents according to the soldier’s individual needs and made adjustments to clauses as necessary.  Wrote, prepared, and submitted completed legal documents (Wills and Powers of Attorney which included dependent clauses) for signature by the senior JAG officer  (weekends and active duty tours). Completed 226 credit course for Military Paralegal.  Currently completing another Paralegal course in Law Administration. Outstanding ratings as Senior Legal NCO.  Awarded  Army Commendation Medals, Army Achievement Medals, Letters of Commendation, and Letters of Appreciation, from the USAR.  Collateral duty as Unit Webmaster and Database developer for 154th LSO.  (81wpm/99% accuracy).  

2.  Marriott Law Department – Legal Executive Assistant – 1 year  (1998-1999) ($26/hour)

Duties:  Conducted research with Westlaw and Lexis/Nexus software (including software installation and customization) for MDS.  Prepared legal documents (real estate agreements, etc.); with Compare Rite editing tool (redlining).  Required Advanced MS Word, Advanced WordPerfect and qualifying with LOTUS Suites and Microsoft Office applications with a minimum score of 85%. Achieved 100% on most tests.  Revised legal documents for attorneys in the Law Department (rated as Exceptional) (worked part-time at night).  (70wpm/98% accuracy).

3. Department of Health and Human Services (DHHS) - Project Officer/Computer Specialist - 5 years (1989-1994) (qualified by OPM as GS-14, Computer Specialist/Computer Systems Analyst)

Duties: Evaluate/audit/implement the Family Support Act (FSA) for a software/hardware installation project to implement new software for capturing Child Support Enforcement information according to requirements specified in (FSA) (Title IVD, Title IVA).  Ensured the software developed met the requirements as specified in the Act and monitored compliance.  Reviewed Advance Planning Documents (APD’s); Requests for Proposal (RFP's), and contracts plus conducted Federal funding approval based on budget submissions.  All performance evaluations above average to superior.  Received Outstanding Superior Performance Award plaque from the DHHS. Superior Group Performance. Received a Certificate of Appreciation from the Director of CSES at DHHS.

4. Environmental Protection Agency (EPA) - Technical Information Specialist - 12 years (1977-1989) (GS-1412-12) (step 6)

Duties:  Worked on the implementation of various Congressional Environmental Acts (Toxic Substances Control Act; the Federal Water Pollution Control Act; the Federal Insecticide, Fungicide, and Rodenticide Act; the Clean Air Act; the Resource Conservation and Recovery Act; the Freedom of Information Act, etc.). Ensured the proper implementation of these various Acts of Congress. Regional liaison on litigation matters and ensured that the criteria established by Congress were implemented according to the time frames established and in accordance with the law. Wrote letters, documents, and policy for Agency implementation of these criteria.  Maintained the Federal docket.  Served as Project Officer in ensuring the computerization requirements were also met for the Agency by developing criteria and set up the hardware and software for the Freedom of Information Office in the Toxic Substances Control Branch. Answered Freedom of Information Act (FOIA) requests submitted by the public and industry always maintaining a regulatory, unbiased viewpoint. Researched each letter and wrote responses.  This involved reviewing scientific data, preparing analytical reports, and coordinating with the Office of General Counsel on Agency policies.  Coordinated requirements for implementation of each Act with the Congressional liaisons. My legal expertise also includes shepardizing and writing citations for briefs submitted to the Office of General Counsel (OGC) (according to The Bluebook).  Received a monetary award and a Sustained Superior Outstanding Performance award for continual outstanding work performed as a Technical Information Specialist at EPA. Left government for 2 years to work on litigation project with AT&T and returned to EPA when divestiture project was completed.

5. AT&T - Project supervisor – 2 years (1982-1983) 

Duties: Responsible for coordinating all the antitrust litigation documentation for the courts.  Supervised over 200 document coders, revised training material, and ensured all time frames were met for discovery requirements according to the law. Attended court proceedings as required to ensure documentation was complete, timely, and accurate.  Responsible for ensuring that the litigation project (pre-divestiture) of 14 anti-trust suits was handled correctly by reviewing the coded data from these personnel, making appropriate corrections, reviewing the coded data against the written documentation, making recommendations for procedures, writing new procedural guidelines and implementing these guidelines as appropriate, and then reviewed findings with fellow supervisors of the project to ensure personnel complied with required procedures. Received an award from AT&T for anti-trust suit management.

6. Environmental Protection Agency -  Editor – 3 years  (1974-1977) (GS-7)  

Duties:  Worked for the Administrator and Deputy Administrator of EPA as an Editor reviewing Agency documents and correspondence for approval prior to submission to the Administrator/Deputy Administrator for signature. Made corrections, changes, and revisions to documents. Used autopen to sign for the Administrator/Deputy Administrator.  Wrote and edited Federal Register notices.  Maintained comments submitted by the public.  

TECHNICAL/SOFTWARE EXPERTISE: 

7. NML Computer Consulting Company – Sole Proprietor/Consultant/Systems Analyst – 7 years (1994-2001)  ($55-$60/hr)

Computer Applications Instructor and Consultant (since 1994) on a variety of software applications and packages such as: Association Plus Database (ASP)/database administration; and taught and wrote curriculum for the following courses:  1) Windows 95/98/2000 Operating Systems; BEOS Operating System; and System 7 Operating System; 2) Microsoft Office Professional ‘95, ‘97 and 2000 (which contains PowerPoint, Word, Excel, Outlook, and Access); 3) LOTUS Smart Suites (millennium edition) which contains Lotus 123, Approach, WordPro, and Freelance Graphics); 4) Claris Works (Word Processing, Spreadsheets, Databases);  5) FoxPro 2.6 database;  6) PhotoDraw; PhotoShop; 7) ACT 2000 (Introduction); 7) MS Home Publisher; MS Publisher (Web Design); MS Front Page 2000 (Web Editing); 8) Hyperstudio (Graphics); KidPix2; Probability Games for Children (grades 1-5); 9) Harvard Graphics; 10) Corel Draw 9; 11) Allways (a LOTUS product); 12) Quattro Pro (version 5); 13) Enable (version 2); 14) WordPerfect (through version 9) and WordPerfect 3.5 for the MacIntosh; 15) Paradox (version 4); Dbase III+ (database development and programming knowledge); 16) Minitab (statistical analysis); 17) Desktop Publishing with WordPerfect 6.1; 18) Microsoft Project 3.0, '98, 2000; and 19) Lexis/Nexus ’98 (including Compare Rite); Westlaw, etc.  Developed accounting systems with QuickBooks Pro and wrote a beginners computer application instruction manual for the Capital PC Users Group (MS Word, Windows 95/98, PC Hardware). Knowledgeable and possess extensive experience with communications packages such as Banyan Vines Network; Microsoft Mail; Outlook ’97, ’98, and 2000 plus Outlook Express; LOTUS cc:Mail; Juno EMail, Web (Internet), and Fax; AOL Internet; Monumental Internet; and various browsers such as Netscape, Internet Explorer 5, etc. Design web pages using Front Page 2000, and Microsoft Publisher 2000 for layout designs.  Designed customized reports with Crystal Reports 5.0, Access ’97, Access 2000, dBase III+, and Paradox. Updated and posted changes, revisions and articles to the web for the US Army Reserves 154th LSO site with Front Page 2000 and coded with HTML (since Jan 2001). Worked as a web assistant for Sister-Cities International www.sister-cities.org  (Nov 2000-May 2001) (part time) coding the site updates in HTML, which included maintaining the site and updating the homepage.  I also scanned articles and images for inclusion in the web site using PhotoShop and text tools.  Accepted a position as the Database Administrator for the Conference of State Bank Supervisors (Apr-Oct 2000) to maintain, correct, and troubleshoot their Association Plus database designed by MEI.  The solution for greater efficiency of the database was to create reporting tools and design ad hoc customized reports in Access 2000. Completed Microsoft Certified Systems Engineer (MCSE) training for Windows NT4 (Network) at Computer Institute in Rockville, Maryland (Nov 2000).  Attended a seminar in Human Resource Law and received training in Customer Service Relations at various sites.  

MISCELLANEOUS SOFTWARE EXPERIENCE:  

Implement ADP software for administering payroll to include verifying accuracy after input, distribution of paychecks, and updates to personnel records and pay records.  Managed the DIPS software for the Department of Interior payroll system administration. Programming experience in COBOL, PASCAL, BASICA, GWBASIC, Microsoft Access, Visual Basic, and dBase III+ and considerable expertise in various internally designed systems such as PDMS (for EPA); STAIRS (for AT&T); STACCS-E (for USAR); plus conducted financial analysis for Sequoia National Bank using Access 2 and LOTUS 123 (1997-1998).  Designed and customized a number of database systems (dBaseIII+ and Paradox) for use by the DHHS to track funding data on State systems.  Project Management tracking systems with Microsoft Project (version 3).  Instructor of over 40 computer applications for several businesses such as CI Corporation; Smart Business Solutions; etc. (1997-1999) as a sub-contractor and performed consulting services to government organizations, military installations and businesses plus various schools (elementary through college), on an ongoing basis (1996-1999).  Served as project officer for reviewing systems development at DHHS.  We held ongoing meetings, conference calls, and I periodically conducted on-site visits to evaluate systems progress.  I reviewed the Advance Planning Documents (APD) and the Requests for Proposal (RFP) for the funding of various computerization projects to be conducted by the State.  I ensured that Federal compliance criteria were met.  I also conducted budget analysis and prepared reports for the Office of Management and Budget (OMB) (1989-1993).  Prepared audits of State systems while at the DHHS (1989-1993). Evaluated various systems while ensuring that the documented compliance criteria were met and made appropriate corrections and recommendations for streamlining the systems capabilities. Tested and evaluated intricate defense system technology for accuracy while serving overseas for the USAR.  (1982-1983).

COMPUTER HARDWARE:  

Hardware experience includes Hewlett-Packard and IBM Mainframes (ie: IBM 4341); Mini-Computers; MacIntosh Desktop; Apple IIE’s and a host of PC Desktop Computers (ie: 486DX2; Pentiums; etc.).  Operated various calculators for balancing monies and tracking expenses (ie: TI-60 with Calculus functions; 10-key, etc.). Experience with dictaphone in transcribing information via Word Processing software. Completed an Engineering course in basic computer repair and upgrading techniques. Operator experience with a variety of Minicomputers, Mainframe, and Desktops.  Basic hardware installation experience for devices such as modems, network cards, sound cards, printers, scanners, fax machines, etc.

MANAGERIAL EXPERIENCE:  

Member of the Capital PC Users Group, (CPCUG), for over ten years. Served on a task force assigned to evaluate training criteria and requirements for members.  Appointed as Program Director and served on  Board of Directors for CPCUG.  Coordinated monthly General Meeting activities and monthly Saturday Seminar activities for two years.  Interviewed potential presenters, discussed presentations, planned the event, set up the schedule for appearance and assigned a reasonable time frame for the presenter to provide the information to the audience.  Maintained communication with all presenters on a continual basis.  Meet with presenters prior to the event and onsite.  Facilitate each meeting every month for the term of (1998-2000).  Appointed as First Vice President and served on the Executive Committee of CPCUG for the term of (2000). Served on the Nominating Committee to elect Officers for the 2001 term. Instructor for CPCUG providing courses in a variety of computer applications for the Capital PC Users Group. Wrote course outlines and developed training curriculum/materials for the other instructors plus created handouts/course books for the students for 90% of the courses provided by the organization.  Developed curriculum to include advanced topics such as Project Management (MS Project 2000) and Visual Basic 6 (1998-2001). Served as Special Awards Judge for CPCUG at the Montgomery County Schools Annual Science Fair (2001).  
SUPERVISORY EXPERIENCE:  

Other types of supervisory experience included the training of several hundred military police candidates while serving as a Military Police Drill Sergeant during active duty tours (1987-1990).  During my 18-year government tenure, I supervised summer interns; clerks; my various secretaries; and other support personnel at the Environmental Protection Agency and the Department of Health and Human Services.  (1974-1994).

EDUCATION:  

Graduated cum laude from PGCC (AA).  Majored in Information Systems Management at the Univ. of MD. (BS/IFSM). Majoring in Organizational Management at George Washington Univ. toward a (MS/OM).  Pursuing Environmental Law Certification at George Washington Univ. (CCE).  Completing certification for Microsoft Certified Systems Engineer Certification (MCSE) at Computer Institute, Rockville, MD.  Majoring in Pre-Law at the Univ. of MD.  toward a second bachelor’s (BA/PLGL).  Majoring in Technology Management at the Univ. of MD. toward a (MS/TMGT).  In addition, completed over 60 courses in leadership, computer applications, management, and programming.

BACKGROUND: 

Top Secret clearance awarded from the Naval Reserves in 1976 and Secret clearance issued from the Army Reserves since 1984. Secret update clearance conducted in 2000.  NATO Secret clearance.  Issued a series of confidential clearances from the government since 1974.  Issued a company confidential (Trade Secret) clearance from AT&T in 1983.

MEMBERSHIPS:

1) Vice President, Student Council, Officer Candidate School, DCNG 1985

2) Vice President, NOW, Eleanor Roosevelt Chapter, 1990-1992

3) Co-Captain of 510th Army Rifle and Pistol Team, 1992-1993

4) First Vice President, Program Director, Applications Instructor, Training- Capitol PC Users Group – 1993 – 2001

5) 2nd Amendment Task Force Member – National Rifle Association – 1992 

6) American Bar Association – Student Member – 1999 - 2001

7) Washington Institute of Writers –Full Member – (Published works) - 2001 

8) Women in Technology – Member – 2000-2001

CIVIC CONTRIBUTIONS:

1) Volunteer, VIP Blood Donor, American Red Cross – 1981 to Present

2) Chief Judge, Board of Elections, Montgomery County, 1990 – Present

3) Certificate of Counseling from Certified Counselors in PA – 1990

4) Volunteer, CFC Coordinator – 1991

5) Volunteer Award from Governor of MD for work with American Red Cross and American Cancer Society – 1992

6) Certificate of Appreciation fro MS Society for Fall Bikethon – 1992

7) Volunteer, Abused Women’s Shelter, Bethesda, MD – 1992-1998

8) Volunteer Driver, American Cancer Society – 1992-1995

9) Volunteer, Lector and Eucharistic Minister at St. Dominic Catholic Church – 1990-1993

10) Health and Safety Instructor (First Aid and CPR) for American Red Cross – 1994-1995

11) Volunteer, Program Director, CPCUG, 1998-2000

12) Volunteer, First Vice President, CPCUG, 2000

13) Volunteer, Lector at St. Jude Catholic Church – 2001

14) 154th Team Member for the Army Ten Miler - 2001

HOBBIES:

        1)  Swimming, Karate, Racquetball, Golf, Reading, Writing Poetry (published), Singing (Choir), Trumpet (Musician)
PAGE  
3

