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Michele Ramos

Miami, FL






305.903.4266
Portfolio Manager/Analysis




                michelerms@gmail.com
Detail-oriented, bilingual Portfolio Manager/Analysis with 15 years of combined experience in project management and analysis, forecasting and budgeting, marketing, business development, client relations, communications and business analysis. Combine analytical and research skills with an MBA and a drive for excellence and success. Develop, recommend and implement strategic plans based on corporate operations and financial analyses. Balance and prioritize multiple projects—performing well under pressure and always meeting deadlines. Understand how current decisions affect future outcomes and long-term success. Fluent in English and Spanish.

Core Competencies:
MS Office ( ITIL Certification ( Budget Administration (Resource Management (Portfolio and Project Management Certification (Contract Negotiations (Marketing ( Operations Management ( Cost Analysis ( Teamwork( Clarizen Administrator and Incident Manager
EXECUTIVE HIGHLIGHTS

· Improved and implemented new procedures and processes for project request and backlog, budget development, invoice and procurement process which lead to greater ownership and reduction of departmental expenses.

· Consistently remained within the 10% variance required by the Finance department for all IT project and departmental expenditures and support, reduction in consultant contracts and unnecessary travel and redundant service contracts.

· Implemented new procedures to request tax and insurance information reducing the back-log of insurance and tax escrow documentation from 75% to 15% with-in six months. 
· Improved efficiency by reducing down time 5% and increasing productivity 8% through properly allocating resources and prioritizing projects to meet strategic objectives and deliver tangible business value.

PROFESSIONAL EXPERIENCE
Sr. Project /Portfolio Manager, PMO – BlueGreen Vacations Corporation, Boca Raton, FL 2018 to present 
Bluegreen Vacations is a leading vacation ownership company with an estimated 215,000 owners, 69 Club and Club Associate Resorts and access to 11,100 other hotels and resorts through partnerships and exchange networks. Complied, analyzed and reported a $12 Million-dollar expense budget for the IT department using actual performance, previous budget figures, estimated revenue, and expense reports. Partnered with the business to allocate and report $12.5 Million dollars of IT related Capex for Project related expenses. Managed Project Portfolio of 150 employees and approximately $9 Million dollars’ worth of assets through periodic monitoring of project portfolios, resource allocation, deliverables, interdependencies, commercial agreements and financial data. Provided comprehensive evaluations of IT projects and new construction, resources, and services through to the end-to-end project lifecycle. Established the reporting protocol and departmental priorities including policies and procedures, project financials, deliverables and schedules. 
Accountable for all Portfolio Management functions in support of Project Management Office Leadership.
Supported data capture, management and reporting of workforce plans, forecasts and metrics, analyzes health of projects and presents quantitative findings to management. Performed audits on project plans to provide management with an independent assessment of the progress. Collaborated and oversaw Project Managers, Business Analyst, SCRUM Teams, Developers and Engineers to ensure timely submission of data and to report and maintain ongoing project forecasts, Estimates at Complete (EAC) and Earned Value Measurements (EVM), risk assessments, onboarding, project kick-off and closure, quality control and attainment of project objectives.
Worked with other teams to identify improvement opportunities and ensure end-to-end success of the Incident Management process for Clarizen and Footprints. Managed the Clarizen and Footprints Project and Development team including internal operational support and oversaw remediation activities with designated extended managed service providers, created incident related performance analysis and reporting for review by IT management and vendor support. Helped to create business aligned support of the Incident Management process, developed process and procedures that ensure Incident Management and Service Desk related action items are tracked and completed within the current SLA’s. Engaged with the incident response team and lead the process of documenting event details, creating incident response letters (either when requested or proactively based on severity), obtain proper approvals and distribute final client facing document. Ensured that the incident management process is followed and that incident and problem records accurately reflect actions taken to restore service; and that changes to Configuration Items are recorded. Worked as part of the Incident Management team to ensure that the performance of the team achieves the defined performance targets and KPI’s. Identified and constructed new process frameworks for Clarizen, as well as reviewing, recommending and documenting improvements to established processes. Managed incident management calls with support teams, on-call support application teams and management.

Managed the logistics of scheduling assessments, reports, and editing; worked directly with client contacts to ensure schedule delivery work. Assisted Project Managers, Business Applications, Technical Operations and Business Owners in building business cases, including financial and ROI metrics, and gathering appropriate information and in the review of status reports from the project team, analyze results, and troubleshoot problem areas. Assisted in planning and scheduling project timelines and milestones using appropriate tools. Analyzed, compiled and distributed periodic reporting/dashboards for appropriate stakeholders monthly EC and Quarterly BIC reporting including project budgets, deadlines, actuals, and forecasts, track project milestones and deliverables across all projects in portfolio, coalesce project post mortems and create a recommendations report in order to identify successful and unsuccessful project elements and facilitate post-implementation project ROI review with Business Analytics. Working knowledge of statistics and program evaluation techniques and processes. Directly responsible for the development of associated report generation, management and dissemination. Working knowledge of project coordination and management, the SDLC, agile and waterfall project management and general IT project and service offerings.
Participated in portfolio management meetings to review portfolio status, new project proposals and metrics, updated SOP’s and other process documentation. Facilitated portfolio management process training and guidance. Provided orientation and training to Project Managers and end users on key project management tools and processes. Assisted Project Managers and IT Management in improvement of training/support capabilities based on real-world merging needs. Experienced in developing and deploying project best practices, policies, procedures, and processes. Adept at conducting research into project-related issues and products. Proactively searches for ways to automate, improve and, streamline processes, build team collaboration and add value for our customers. Made recommendations for and supports ongoing improvements to project governance approach, processes and tools. Identifies areas to address to improve efficiency and effectiveness of project governance. Other responsibilities include project/release management from scoping phase to implementation or as a backup for assigned projects includes conducting meetings, manages agendas/minutes, tasks, issues, and action items, escalates risks and issues as necessary, and drives projects to completion.

Budget/Portfolio Manager, PMO– BUPA Global Latin America, Palmetto Bay, FL 2016 to 2018 

Bupa Global is a non-profit international health care provider with an estimated 16.5 Million customers, providing healthcare for 10.6 Million customers worldwide in clinics and hospitals, and approximately 25,000 aged care residents. 

Complied, analyzed and reported a $7.5 Million-dollar expense budget for the IT department using actual performance, previous budget figures, estimated revenue, and expense reports. Partnered with the business to allocate and report $2.5 Million dollars of IT related Capex for Project related expenses. Managed Project Portfolio of approximately $5.5 Million dollars’ worth of assets through periodic monitoring of project portfolios, resource allocation, deliverables, interdependencies, commercial agreements and financial data. Worked closely with the IT and non- IT staff members for all infrastructure, back office and project related expenses including contract management and procurement. Evaluated Portfolio and Program Cost (Task, WBS, and Contract) in comparison to the budget and deliverables to maintain expenditure controls and Project deadlines. Managed team of 10 employees assigned to Minor Projects and employee timesheet review of 150 employees. Supported the Program management team, assisted with project budgets, governance, resource demand, status reports and business planning processes for strategic projects and enhancements. Responsible for proposals, establishing budgets and financial reporting within the various affiliated entities to all team leaders within 6 countries. Other responsibilities include the management of all departmental and regional procurement and other risk management tracking. Responsibilities include procurement processing and contract compliance, and risk assessments.  

Sr. Insurance/Portfolio Analyst - American Real Estate Capital, Coral Gables, FL 2014 to 2016 

American Real Estate Capital (AREC) is a nationwide commercial mortgage lender providing a full range of comprehensive real estate services. AREC operates as a loan originator for the insurance subsidiaries of American Financial Group (AFG). AFG is a $39 billion holding company whose primary business is insurance and investments. Managed servicing portfolio of approximately $1.8 Billion dollars’ worth of assets through periodic monitoring of client portfolios, commercial agreements, construction administration, financial data and distributions. 

Reviewed, reconciled, and approved construction draw request for capital expenditures, repairs, renovations, property improvements, brand standards, conduct site visits, and new construction and lease commissions. Reviewed work orders, purchase orders, invoices and budgets. Analyzed property financial statements, leases, and rent rolls.  Analysis includes normalizing, reviewing and comparing operating expenses, rollover schedules, budgets, and trailing 12-month financials and proforma’ s. Prepared escrow analysis determining availability of escrow and reserve funds annually in the approximate amount of $35 million dollars for distribution to borrowers, insurance and tax agencies. Assessed insurance and tax documentation for expiration dates, payments due date, and compliance with loan documents. Verified all insurance coverages for current and future properties. Reviewed policies and claims. Assessed risk associated with property values and limits as well as business income requirements and potential claims. 

Marketing/Project Manager, Coastal Systems International, Inc., Coral Gables, FL, 2005 – 2014 

Coastal and Waterfront Engineering firm with 30 employees and approximately $3M in annual sales. The firm provides specialized engineering consulting services through out South Florida and the Caribbean.

Responsible for proposals, establishing budgets and financial reporting within the various affiliated entities to all team leaders. Other responsibilities include the management of all federal, municipal, and county projects including contract compliance insurance coverage and other risk management tracking. Improved efficiency by reducing down time 5% and increasing productivity 8% through properly allocating resources and prioritizing projects to meet strategic objectives and deliver tangible business value. Coordinated the development of business plans, production, marketing efforts and legal documentation. Project management responsibilities include coordination and review of resource allocation, project scope and budgets, project deadlines, communication and agreements with sub-consultants and other technical data required to effectively determine the feasible scope of work for projects.

Responsible for all risk management functions for related entities, including sourcing, insuring and securing all business practices, functions, assets, equipment and construction activities. Construction administration responsibilities include verification of lien waivers, pay applications, G-702 and G-703 forms, technical specifications and AIA contract documents. These include sourcing and maintaining all liability policies and records, professional liability policies, cargo shipping, inventory control, and asset tracking. Acted as a liaison between all parties involved in the company’s municipal and county contracts—analyzing past projects and tracking trends, reducing the risk and cost associated with potential projects and collaborating with internal and external teams.
EDUCATION 
Master of Business Administration and Management, University of Phoenix, 2009

Bachelor of Science Business Administration, Florida International University, 2007
Bachelor of Science Management Information Systems, Florida International University, 2007
CERTIFICATIONS

PMP, (Testing Scheduled for 2020)

Project Management Test Prep Certification, 2020
Hospitality Management Certification, 2020

Emerging Leaders, 2019

Program Management Certification, 2018

ITIL, 2018
Clarizen Administrator, 2018
