577 Nolview Court      Glen Burnie, MD 21061-5314      410-969-8337
       Kelly.townsend7804@verizon.net
	Kelly Townsend   


	Objective

	My professional goal is to utilize and grow my skills related to database maintenance, analysis and distribution.  I also hope to learn new skills in order to strengthen and improve my ability to assist management in making the policy decisions to further the larger goals of the organization.


	Technical Skills/Proficiencies

	· Microsoft Office (Excel, Word, Power Point, Access)

	· Technical Writing (University of Maryland)

	· Database Maintenance

	· Effective Organizational Communication

	· Organizational Administrative Skills
· Patient Care Communication

· Interacting with Pharmaceutical Management

	Experience

	June 2002-November 2011
	U.S. Food and Drug Administration
	Silver Spring, Maryland

	· Technical Information Specialist (GS-1412-11)

	· I applied detailed technical and regulatory knowledge and independent judgement in the access, extraction, organization, review and dissemination of scientific and technical information using various automated systems and databases.  (See addendum for further details)

	[Start Date]-[End Date]
	[Company Name]
	[City], [State]

	· [Position Description]

	· [Main Responsibilities]

	[Start Date]-[End Date]
	[Company Name]
	[City], [State]

	· [Position Description]

	· [Main Responsibilities]

	Education

	University of Maryland
	Rockville, MD
	

	· Technical Writing I, II

	

	Parkville High School
	Parkville, MD
	General Studies


	Awards/Accomplishments

	CDER Individual Award for support staff excellence
	November 2005


	OBP and OC/TFRP Project Managers in the use of database systems required for the management of biological products.

	Group Special Recognition Award
	June 2003 & October 2010


	For outstanding performance in managing the transition of the therapeutic biological products from CBER/OTRR to CDER by developing new procedures to interact with multiple CDER office.
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