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                                                              July 6, 2005

Dear Hiring Manager:

With nearly 20 years of experience in pre- and post-award contract and grant management, finance, accounting, administration, human resources, and operations, my interests and qualifications are well suited to your advertised position of Budget Manager. My experience in the private, public, and non-profit arenas, including the University of California and PARC, has involved substantial work with federal, state, and private funding agencies, as well as commercial contracts.   I also have an extensive background in managing budgets for contracts and grants, preparation of proposals and subcontracts, as well as MOU's and non-disclosure agreements. Additionally, I have developed policies, procedures, and guidelines for a large diverse group of individuals within the UC system, non-profits, and private entities.

During my tenure in the University of California (UC) system, my career progress lead to increasing responsibilities in several world-renowned departments. At the Positive Health Program, (formerly known as the AIDS Division) at the University of California, San Francisco (UCSF), I was the Finance Manager responsible for oversight of the all financial and accounting activities in the program plus six satellite units, including all pre- and post-award management of contracts and grants with multiple budgets.  As the Division Manager of Infectious Diseases and Rheumatology at UCSF, I was responsible for managing all financial and administrative practices for three research laboratories.  At the UC Berkeley School of Education, I was the department's Financial, Administrative, and Operations Analyst responsible for all department operations, finances, and contracts and grants.  At the UC Berkeley Physics Department, I supervised the Business Office, which managed of contracts and grants for the department and conducted extensive co-ordination with the Lawrence Berkeley and Livermore Laboratories.

As a private consultant at Education, Training, and Research Associates, I developed contract and grant management tracking systems and procedures for tracking multiple budgets, forecasting models, and business projection reports.  Prior to that, I provided consulting services to the Palo Alto Research Center (PARC) on the preparation of a $10 million government research contract (which was funded) with the Advanced Research Development Agency.  I have worked in the non-profit sector as Director of Finance and Administration responsible for the oversight and development of all financial, operational, administrative, internal technology, and human resources.  During the dot-com boom, I worked as a member of the Senior Staff at Outride (a start-up company spun out of PARC), where as Finance Manager (hire No. 5),  I reported to the President and CEO, managed a staff of six, assisted in preparing the annual budget, and prepared financial statements for investors. I also analyzed, designed, and implemented procedures for finance, administration, human resources, purchasing, benefit programs and commercial plans, during a period of rapid company growth.

I have played a crucial and productive role in the vision, strategy and business growth plans in many organizations, small and large, over the years.  Throughout this experience, I have worked with outstanding leaders, in both the private and public sectors, including several Nobel Laureates.  I am very excited about the job opportunity your organization and believe that my experience and track record are a good fit to the position of Budget Manager.

Sincerely,

Jacqueline A. LeBlanc

