ANDREA M. BARNES

1137 Heartwood Drive

Cherry Hill, NJ 08003

andieb03@gmail.com
856-229-7586 – Home     609-868-2396 - Mobile

SUMMARY OF QUALIFICATIONS - IT Administrator with experience coordinating, administering and managing server and software applications…Supports, monitors, tests, and troubleshoots hardware and software problems pertaining to various software applications. ..Effective communicator who builds relationships with business partners to provide technical solutions to meet user needs…Provides technical assistance to help in problem resolution.

EXPERIENCE:

04/2010 –Present







Consulting & Solutions, Cherry Hill, NJ

Consultant / Systems Administrator - Responsible for the installation, repair, configuration and preventative maintenance of personal computers, network equipment and /or telecommunications equipment. Participate in the administration of production and development servers. Provide technical support to various systems administration and development teams. 

- Project Coordinator: Working with cutting edge technologies and a highly-skilled development team in developing customized software for our small to medium-sized business clients. Our clients’ needs vary from e-commerce and web portals to systems that integrate with everything from accounting software, to GPS systems. Assess the business needs and translate into a system design that automates processes and creates efficiencies for the business. Thoroughly test software to ensure that it fully meets the business requirements set forth in the scope of work. Work directly with customers to ensure successful implementation of custom developed software packages. Support, troubleshoot and work towards resolution of problems with software systems. Work directly with software engineering staff to explain design concepts and requirements of system when assigning work. Coordinate meetings, including travel arrangements and expense reports.  Prepare and/or edit meeting minutes, presentations and tables. File all project documents (hard and soft copies). Responsible to track project changes and produces updated site based schedule as agreed with engineering and project management. Compile summary documents, e.g. Product Development Plan, management Summary and Target Product Profile.  Responsible for the overall program/project plan, budget, structure, schedule and staffing requirements. Develops and maintains a detailed project schedule which includes administrative tasks and all sites involved in the project. 
09/2008 – 3/2009     






Morgan Lewis & Bockius, Philadelphia, PA

Client Accounting Assistant - Prepared and submitted monthly e-invoices to corporate clients timely and accurately using the LEDES file standard and UTBMS task codes in most cases. Ensured all client guidelines, internal protocol and firm's guidelines were followed during the submission process. Acted as liaison between billing assistant, legal secretarial staff, attorneys and clients' staff assigned to electronic billing. Populated, maintained and updated data for assigned clients in the Elite system and clients' external web applications. Ensured all relevant information was updated and correlated in the firm's Elite system.

Ebilling Clients: DataCert/ShareDoc, Direct Invoice, QuickInvoice, Chubb Litigation Advisors, Allegient systems, Serengeti Tracker, Legal Solutions, TriPoint, TyMetrix, TyMetrix 360, LexisNexis-CounselLink, BottomLine LegaleXchange, LawTrac, Legal Precision, ACE Advocator, Archon, Corridor, Collaborati, SIMS

02/2008 – 9/2008







RemX IT Staffing – 










Pepper Hamilton LLP, Philadelphia, PA

Consultant / Elite e-billing Specialist - Prepared and submitted monthly e-invoices to corporate clients timely and accurately using the LEDES file standard and UTBMS task codes in most cases. Ensured all client guidelines, internal protocol and firm's guidelines are followed during submission process. Acted as liaison between billing attorney/secretarial staff and clients' staff assigned to electronic billing. Populated, maintained and updated data for assigned clients in the Elite system and clients' external web applications. Ensured all relevant information was updated and correlated in the firm's Elite system.

Ebilling Clients: DataCert/ShareDoc, QuickInvoice, Chubb Litigation Advisors, Allegient systems,

Serengeti Tracker, Legal Solutions, TyMetrix, TyMetrix 360, LexisNexis-CounselLink, BottomLine

LegaleXchange, LawTrac, Legal Precision, ACE Advocator, Archon, Corridor, doeLegal, Collaborati - Mitratech

04/2007 – 7/2007







Dechert LLP, Philadelphia, PA

Consultant / Elite Systems Coordinator - Assisted Finance Director with the firm wide month end close of the Elite Enterprise system that includes streaming month end balancing reports, balancing the Elite System and timely resolution of balancing issues between ELBS and FMS. Managed all Elite administrative functions in addition to outstanding Elite Support incidents to ensure timely resolution and closure. Generated various Elite reports via SQL queries as requested by both the Finance Director and regional office managers.

08/2007 – 02/2008



09/2002 – 10/2004 







Rapture Industries, Camden, NJ
	Consultant - Project Administrator: Created and executed project work plans and revised as appropriate to meet changing needs and requirements. Identified resources needed and assign individual responsibilities. Managed day-to-day operational aspects of project and scope. Reviewed deliverables prepared by team before passing to client. Effectively applied methodology and enforced project standards. Prepared for engagement reviews and quality assurance procedures. Ensured project documentation was complete, current, and stored appropriately.

- Office Administrator: Managed and supported multiple functional areas, building effective cross-functional relationships and partnering with all technical groups within the company. Monitored and manage production environment performance and availability; verifying and managing the severity process to resolution, including appropriate management and business notification. Managed small operations projects to ensure that project deliverables were defined, milestones met, project status is appropriately communicated and project related constraints, risks and issues are escalated appropriately.  Identified, assembled and managed team to ensure problems were resolved in a timely manner; Reviewed and approved emergency system changes; Analyzed the cause of missed daily operational performance targets.


04/2005 – 04/2007






                Independence Blue Cross, Philadelphia, PA

Finance / Billing Specialist II - Created dunning and termination reports for non-group members via MS SQL Database query. Created MS Excel Spreadsheet Termination report for members whose accounts have a past-due balance of 60+ days. Worked with the Banking & Finance Department to Process Wire Payments and adjustments for Group Accounts via MS Excel Spreadsheet. Investigated & processed requests for refunds and/or credits for Group & Non-Group members. Provided assistance to Group and Non-Group members regarding inquiries for application of payments and adjustments. Documented account transactions in the appropriate system(s). Handled telephone inquiries from members, group administrators, brokers, and all other plan associates in a courteous and professional manner. Handled monthly mass group billing of assigned clients. Generated non-group (Personal Choice & Blue Cross/Shield) invoices as requested. Processed non-group terminations for various reasons. I.e. – Non-payment, client request, transfers between programs, etc.

02/2002 – 08/2002






                Glotel–Comms People Inc., Philadelphia, PA










Ballard Spahr Andrews & Ingersoll LLP

Consultant / MS SQL DBA / Sr. Software Developer - Installed, configured and upgraded MS-SQL Server 2000/7.0/6.5 software and related products. Established and maintained sound backup and recovery policies and procedures. Documented database systems; set-up and maintained standards. Implemented and maintained database security (created and maintained user roles, assign privileges.) Performed database application tuning and performance monitoring. Planned growth and changes (capacity planning.) Performed, planned and prepared all technical troubleshooting and provided consultation to development teams. Performed necessary Database Restores, Automated Administrative Tasks, Accessed and Changed Data as required. Setup and monitored daily Backup tasks, checked error logs, checked the NT Event Viewer for errors as well as make sure Replication runs successfully. Planned and executed testing and implementation of major systems.

- Software and System Testing: Prepared test plans outlining the scope, schedule and costing for a variety of software and system product releases. Identified and prepared proper test data, test environments and test equipment. Worked with the engineering team to prepare test methods that properly test the software or system product. Developed test procedures and expected results that maximize test coverage. Executed tests using software and system testing standards. Recorded test results and prepared test summary reports. Reported defects in the issue tracking system using Help Desk application.
09/1999 - 02/2002 






               Arnold & Porter, Washington, DC

MS SQL DBA - Supported large production database in a heavy transaction volume environment. Set-up, managed and maintained production Windows NT, Windows 2000, IIS, SQL 6.5, 7.0 and 2000 Servers. Monitored, Detected, Diagnosed and fixed problems with production SQL Servers. Provided documentation on all production databases and assisted in the creation of in-house knowledgebase. Provided recommendations and implemented database software and hardware configurations. Implemented backup and recovery procedures for all environments (database and operating system.) Set-up scheduled jobs as needed. Maintained essential records. Monitored system / database performance.

Applications: iManage & Hummingbird Docs Open, ServiceIT, EOSi/Q Series

- Implemented technical solutions and provided support for both Windows NT and 2000 environments at the Operating System and Back Office application level. Performed NT Server maintenance including hardware and software installation, upgrades, and patches. Installed, configured and administered IIS and SQL Servers. Responsible for all functions related to the SQL Server capabilities to meet the needs of the Organization. Created and maintained documentation for procedures and change control. Planned, and assured maintenance of Windows SQL server infrastructure. Configured user accounts, backups, security, file Management as well as Help Desk support.
11/1998 – 09/1999






                Bowne Business Solutions, New York, NY 

Brown & Wood LLP

Consultant / IT Office Administrator - Provided complete Computer System and Telephone Communication support to a 50+ user office. My duties included synchronizing Attorneys Palm Pilots, adding and deleting users from the phone directory, daily system backups with tape rotation, updating ghost images for user workstations, updating user login scripts, updating existing wininstall packages to current application versions, restore user mailbox and or messages, etc.

- MS SQL DBA / DOCS Open Administrator: Managed document management application. Installed and Setup Elite Accounting Software, Maintained and Managed the application. Setup and Installed Wordflow Professional Software package that ran with the Elite System. Installed and configured the server, Managed SQL Storage, Security, Data Integrity, System Maintenance and Replication. Provided and managed backup and recovery procedures implemented to provide restore on all necessary DBA tasks. Supported and Updated Backup applications - (Arcserve) Update system applications (DTE, Database Import, RightFax.) Provided Second Level support to all PC users, Remote sites, Lawyers, Secretaries, Legal Assistants, Word Processing, etc.

- Project Coordinator: Conferred with the Project Manager to understand the scope of a project, met with the project team, ensuring that each team member understood their responsibilities and accountabilities, served as the point person for the project and managed all vendor relationships. Assisted in directing and monitoring the requirements, framework conditions and progress of short-term IT projects. Helped to define goals, outline approach and make adjustments within the constraints set to achieve the optimum results. Worked with specialists in the field of development, users and customers to produce the goal and target specifications. Assisted in solving any conflicts that arose and minimized any potential risks. Helped to direct technical and personnel resources to ensure project results conformed to quality, time and budgetary stipulations. Maintained appropriate relationships with customers and ensured that the project results were comprehensible to management or steering committee.

01/1993 – 11/1998






Nassau County Department of Social Services
Mineola, NY

LAN Administrator - Provided complete installation and configuring of PC's including CPU's, workstations, laptops, monitors, modems, video cards, printers, SCSI drivers, backup devices, CD ROM drives and any hardware IS/IT related. Administered Microsoft Exchange, Microsoft Office Suite, Connections Applications for Adult Protective Services and Child Protective Services, Visual Basics, FoxPro, Norton, Wang Word Processing, Docs Open, Windows 3.1 Windows 95, Windows NT, and Basic Knowledge of HTML.

- Performed routine design and maintenance tasks, assisted in planning for telecommunications network equipment, adding and removing users on Windows applications, workstation and application resolution as well as network support. Assisted with new administrative ideas, approaches, and improvement in monthly Management meeting. Established and maintained procedures for dissemination of information to users about system unavailability. Documented, tracked and reported call volumes and performed Help Desk duties as assigned. Served as central point of contact to which users reported system and hardware problems. Performed initial troubleshooting of malfunctions for all IS/IT related problems.

EDUCATION

New York Institute of Technology
Old Westbury, NY 
BS
TRAINING

MCSA - Microsoft Certified Systems Engineer - 11/09
CCNA – Cisco Certified Network Associate - 7/09    
CCENT – Cisco Certified Networking Technician - 7/09

TestMaker – PushToTest Workshop – 06/09
Microsoft Certification and Education / System Administration for MS SQL 2000 - 05/02

Elite System Administration – 7/98 – 7/07
iManage Application Administration – 08/2001
