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Robotic Process Automation, expert in the advanced use of the Microsoft Office toolset. Certified and seasoned in Visual Basic for Applications (VBA) and the advanced features of Microsoft Excel, Project, Word, Access, and PowerPoint. Skills and experience have enabled advanced solutions and business productivity of individuals and teams in the performance of both administrative and technical tasks.  These skills combined with expertise in project management and project controls has enabled the delivery of cost savings of greater than $100,000 annually for each of the last ten years.
PROFESSIONAL EXPERIENCE
Pemex Contract Movements Analyst	08/2017 – 5/2025
BEI ENGINEERS, INC., Houston, TX
Assisted in the stabilization of monthly hydrocarbon nominations, movements and contracts.
Illustrative Projects:
· Streamlined hydrocarbon nominations in GSAP, using Visual Basic for Excel/GSAP to speed up daily nominations and monthly close.
· Streamlined safety data collection during refinery turnaround.
· Developed Excel tools for managing data flow during the Shell to Pemex post-divestment period (1/2022 through 1/2025).
· Developed tools in MS Office for generating product contracts based on deal recaps.
Shell Contract Volume Analyst	04/2016 – 05/2017
BEI ENGINEERS, INC., Houston, TX
Assisted in the stabilization of monthly hydrocarbon mass balance results.
Illustrative Projects:
· Developed and implemented a fuel/steam/electricity historian, allowing technical and financial analysis to become easier, more detailed, and more timely.
· Developed MS Excel tools for specific tasks in the monthly closing and SOX gauging verification procedure, making it more timely.
· Added functionality to the quarterly energy consumption workbook, speeding up the greenhouse gas reporting process.
· Added functionality to the annual property tax and EIA reporting processes, improving accuracy and speed.
Office Services Supervisor	06/1997 – 06/2015
RAMBOLL OIL & GAS US, INC. (FORMERLY EXCEL ENGINEERING), Houston, TX.
Led the implementation of numerous projects to simplify work, eliminate double entry of data, and improve overall process efficiency. Enabled the advanced features of the Microsoft suite of tools and data exchange between them and legacy systems.  Many implementations have been operated in excess of 10 years and became the standard solution for the process they support.
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Illustrative Projects:
· Eliminated 80% of the time and expenditures required for labor data entry, client reporting, client billing and payroll by developing an MS-Excel-based timesheet.  It remained in use for over 10 years, including enhancements to track tasks, prorate overtime and accommodate a new workweek.  
· Reduced by 50% the time required by project managers to research past project costs and estimate future project costs by developing a query-and-report workbook, which also served as the Project Experience List.
· Compiled project schedules allowing project managers to manage several projects concurrently where projects were not large enough to justify a full-time scheduler.
· Avoided 80% of the potential cost of temporary help planned by providing core administrative staff of four with MS Office templates and workbooks sufficient to complete project support tasks without the need of additional temporary hires.
· Eliminated 75% of the cost of the business controller function by serving as liaison between the company and the organizations requiring data exchange; i.e. CPA, Benefits Agent, Property/Casualty Agent, 401K TPA, Insurance Auditors, Safety Auditors/Trainers, and D&B. 
· Eliminated the need for outside A/R collections expenses by providing timely invoice aging information to project managers and client AR departments thus improving their productivity and avoiding the expense.
MICROSOFT PRODUCTIVITY MOS/MCP CERTIFICATIONS
Excel (Master MOS) | Word (Master MOS) | Access (Master MOS) | PowerPoint (Master MOS) | MS Outlook | MS Project (MCP Certified) | Visual Basic for Applications (VBA) | GSAP
OTHER SKILLS
WordPerfect 5.1 (Certified Resource) | Sage Timeslips and Businessworks  | Microsoft Command Line and Batch Files | Bilingual English/Spanish (conversational level) 
EDUCATION
University of Pittsburgh: B.S., Natural Sciences 
Community College of Allegheny County: A.S., Business Management; Certificate in Computer Info. Systems
University of Houston Downtown: Certificate in Project Management.

San Jacinto College: Continuing Education Certificate: SAP MM
