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Jacqueline A. LeBlanc

2958 Sloat Boulevard

San Francisco, CA  94116

(415) 664-4994

Email:  jacqui_leblanc@yahoo.com

Objective:
To secure a position as an Analyst in an educational institution.

Summary:
Nearly 20 years of successful contract and grant budget management, business, financial administration, general operations, and human resources, at the University of California, Berkeley and University of California, San Francisco and a total of 7.5 years in various private sector/startup research companies and organizations. Experience with major funding organizations. Extensive experience with budget analysis, financial management of contract and grants, formulation of budget proposals, and financial management of multi-million dollar budgets. Experience with development and management of finance, operations, administration, purchasing, and human resources. Have demonstrated skills in negotiation, team building, creativity, problem solving, and handling of personnel issues. 

Professional experience:
national personal training institute (2005)

Personal Trainer

· 500 hour personal training course which included, Client Evaluation and Exercise Programs, Detailed Anatomy and Physiology, and Nutrition consultant training.
· Practical internship of training 12-15 beginners and advanced clients.
· Researched health topics on the internet for lectures presented by Director.
ETR Associates (2003)

Consultant

· Development of revenue and staffing forecasting budget models, contract and grant management policies and procedures for a variety of federal, state, and private agency funding sources.
Palo Alto Research Center (PARC) INC. (2002-2003)

Consultant
· Provided consulting on the preparation of a $10 million research contract proposal on Adaptable Human-Information Interaction Systems for Intelligence, selected for funding (from a field of 76) by the Advanced Research Development Agency.   
IN-HOME SUPPORTIVE SERVICES CONSORTIUM (2001)

DIRECTOR OF FINANCE AND ADMINISTRATION

· Oversight and responsibility for all financial and administrative activities totaling approx. $11M in funds, including human resources, daily operations, IT , agency assets, procurement, and facilities for one of San Francisco's largest non-profit organizations (300 plus employees).
· Supervision of Finance and Administrative staff (four employees).
· Developed or streamlined many agency-wide procedures for Program Management, Finance, Human Resources, and Administration.
· Planned and directed the relocation of the head office. 
Outride (GroupFire) INC. (2000-2001)

Manager of finance/hr/administration
· Fifth hire of the company.  As Finance Manager, created forecasting models and templates, budget and financial planning and analysis, and wrote finance procedures.  As Acting Human Resource Manager, responsible for the hiring and retention of company employees, analyzed and implemented benefit programs, 401K plans, and maintained employee stock options.  
· Oversight for A/P, Payroll, and Cash Management, Procurement, and Asset Management.  
· Designed and implemented policies and procedures for human resources, business, accounting, facilities and administration.  
UNIVERSITY OF CALIFORNIA, SAN FRANCISCO -SFGH (1998-2000)

Finance MANAGER  Positive  health  program (AIDS) Division
· Oversaw all financial activities in the Positive Health Program (AIDS), including six satellite units totaling approx. $ 25-30M in funding 

· Developed short-term and long range planning goals, forecasting and revenue models, prepared annual revenue and monthly expense budget reports; oversaw financial information systems; developed and implemented internal research finance and research policies and procedures; developed annual salary plans for faculty and staff; oversaw pre- and post contract and grant management; identified, analyzed, and resolved complex budgetary issues of the division.

· Supervision of Finance staff (seven direct and 6 indirect reports).

· Independently produced a report analyzing accounting backlogs and systemic problems for 247 accounts.  Developed and implemented a plan to address these problems, saving approx. $750,000 in extramural funds that were about to be recouped by agencies in FY 1998-1999.

· Developed first comprehensive budget and budgetary system in the history of San Francisco General Hospital's City Clinic Positive Health Program ($5 M)

· Reclassified three key positions in the finance unit in less than 6 months; reorganized and re-trained entire Finance staff to increase efficiency in budget reporting.

UNIVERSITY OF CALIFORNIA, SAN FRANCISCO -SFGH (1998)

ACTING DIVISION MANAGER Div.’s of INFECTIOUS DISEASES AND RHEUMATOLOGY
· As Acting Division Manager; administered all financial and administrative activities within the department; served as Operations and Facilities Manager; assisted the department of Medicine in hiring, advancement, salary administration and benefit determination for several different categories of academic personnel.

· Oversight of procurement, facilities, and asset management for three labs.

· Supervised two employees.

Lodestar Capital Group, INC. (1997-1998)

Office manager
· Designed and implemented accounting, business  and administrative processes.  Researched and analyzed benefit programs, commercial plans, stocks, bonds, and mutual funds.  Traded on the NYSE. Full-charge and executive authority of  operations in the San Francisco office. Relocated entire business. Assisted the CEO/President of an international investment corporation.

POWIS PARKER, INC. (1996-1997)
Assistant To The President
· Developed and implemented company-wide policies. Tracked projects and used the Internet to research topics for Engineers and Machinist.  Assisted the CEO/President of an international manufacturing firm.
UNIVERSITY OF CALIFORNIA, BERKELEY (1990-1994)

Manager, Accounting, Department of physics 
· Served as the Contract and Grant Analyst for the department, which included federal, state, and private funds totaling approximately $11 million.  Managed personnel and payroll for  staff and academic employees.  Assisted in the development and direct department hiring, advancement, salary administration and benefit determination for several different categories of academic personnel.

· Supervision of the Physics Accounting Office (five people).

· Prepared 90% of the department's budget proposals and managed all contract and grant administration.

· 25% increase in revenues for the crucial Departmental machine and electronic shops.

· Developed and coordinated administrative policies, procedures and standards for the departments accounting office.

· Brought the Accounting Office into the computer age. Analyzed software capabilities and made necessary decisions after completing thorough studies. Set up, managed, and developed information systems and local area networks and integrated them into the campus-wide accounting and payroll systems.
EDUCATION: 

B.Sc. 1996 Economics–Univ. of California, Berkeley

Emphasis: Economic Development of First and Third World Nations.  Included: Macro- and microeconomics; third world economics; statistics and data analysis; financial and managerial accounting; business administration; computer science; French.

COMPUTER SKILLS: 

· Microsoft Office. Certified in MS Word, Excel, Access and PowerPoint. 

· Weblinks(PeopleSoft, UCSF Financial and Accounting System)

· PeachTree Accounting Software.

· Macintosh, PC, and CMS operating systems.

· Advanced Internet/WWW user.  

· Some programming in Cobol, Pascal and Basic and database/spreadsheet macros.  

· Experience with a wide variety of computers, terminals, and printers.

CERTIFICATIONS:
N.P.T.I. 
State Approved Post Secondary degree in Personal Fitness and Training 


Certified as a Personal Trainer and Nutrition Consultant.
CEU Units  

advanced stretching 

advanced client assessments and programming
CPR/First Aid

                      
Certified by the American Red Cross.
ADDITIONAL SKILLS: 


 French; Extensive international travel in Europe, Latin America, and Japan.

