Marlene Frazier 

9814 Softwater Way

Columbia, MD 21046

240/568-0488

marlenefrazier@prodigy.net
OPERATING SYSTEMS

Windows 2000 Professional, Windows Millennium Edition, Windows NT, Windows 98, Windows 95, Windows 3.1and Microsoft DOS

SOFTWARE 

Microsoft Project, Microsoft Office, Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft Powerpoint, Corel Office Suite 7, Codewright 5.0, Programmers Editor, Visual Basic Source Safe, Novell Groupwise 3.1 and Basic knowledge of Visual Basic 6.0.

WEB TOOLS

Microsoft FrontPage, Dreamweaver 3, AOL Press, Windows Media Encoder 7, Sound Forge XE, HTML, FTP Voyager, Cute FTP, Microsoft PhotoDraw, Fireworks, Basic knowledge of  Java 1.2 and Active Server Pages

PROFESSIONAL DEVELOPMENT

ecollaboration corporation, severna  park, md july 2000 to present
WEB PRODUCER

Responsibilities include digitizing, encoding, scripting and encrypting multimedia, deploying and supporting completed Web Cast's, coordinating with customers to produce rich media content. Responsible for Web Page design, utilizing Microsoft FrontPage, ASP, Javascript, HTML, Windows Media Encoder 7, Windows Media Indexer, PhotoShop and ArtToday.com. 

MAGELLAN BEHAVIORAL HEALTH, COLUMBIA, MD,  JUNE  1997 to JULY 2000

ASSOCIATE ANALYST 

Responsibilities include running Provider Interface Report and Data Mapping for Regional Service Center. Data analysis, collection and input of all levels of detailed data. Also, responsible for verification, testing and documentation. Successfully created, modified and maintained 6,000 templates. Interacted with the Help Desk to analyze production issues, assisting with user support. 

EMERGE INC., COLUMBIA, MD,  AUGUST 1996 to JUNE  1997 

PROGRAM ASSISTANT 
Responsibilities included maintaining Consumer filing system. Utilized Microsoft Office to create documents and update consumer medical information. Assisted Human Resource department with employment verifications. Created brochures and literature for employment recruiting. Responsibilities also included interacting with affiliated agencies to obtain vital documents.

ENTRUST HOME FINANCING, COLUMBIA, MD, MARCH 1996 to AUGUST 1996

TEMPORARY, POST CLOSING SPECIALIST 
Responsibilities included organizing final documents, retrieving loan codes for Titles, Deeds and Assignments. Utilized Microsoft Excel to retrieve and update mortgage loan information. Responsibilities also included Escrow check distribution.

HOWARD COUNTY INFORMATION SYSTEMS SERVICES, ELLICOTT CITY, MD, NOVEMBER 1995 to MARCH 1996

TEMPORARY, TECHNICAL SUPPORT ASSISTANT 
Responsibilities included interacting with Howard County government employees, resolving computer issues and provided appropriate technical support staff when needed. Responsibilities also included tracking and logging outstanding issues utilizing Novell Infotrak.

EDUCATION

ST. VINCENT NURSING SCHOOL

Course Emphasis: Emergency Medical Technician/Paramedic, General Biology, Anatomy and Physiology,

Patient Assessment and Trauma Management.

GLOBAL BUSINESS INSTITUTE

Course Emphasis: College Business Math, College Business English and Word Processing. GPA:3.4

