+Social Security Administration

EXPERIENCE AND QUALIFICATIONS STATEMENT FOR POSITION VACANCY (Please read instructions carefully before completing)
	Announcement No.
SH-10654272
	Position Applied For
Budget Analyst 
	Location of Vacancy
Woodlawn, MD, United States
	Grade Level(s) Applied For
13
	Lowest Grade

Acceptable
13

	Name (Last, First, Middle)
Glaze, Shannon Bouvier


	Home Address (For Vacancies in SSA Field Offices or Other HHS Agencies)
2704 Oakleaf Circle, Helena, AL 35022

Helena, AL  35022

	Social Security No. (Last 4 digits)
1548


	Current Duty Station and Address
SSA/SEPSC/FBMT, Birmingham Social Security Center, 1200 Rev Abraham Woods Jr. Blvd., Birmingham, AL 35285-0001


	Office Telephone & Extension
(205) 801-1070



1. EXPERIENCE (Begin with most recent experience and work back)
You must specify the dates at each grade level if you have had a career ladder position. Be sure to show all experience which is pertinent and related to your qualifications for the position for which you are applying. Any details to other positions or duties should be described in Part 2 - Details.

	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Financial Management Analyst

	Grade
12

	From (Mo., Day, Yr.)
March 6, 2016

	To (Mo., Day, Yr.)
Present


	Name & Telephone of

Immediate Supervisor
Jimmy Collins
205-801-1018

	Civil Service Series (Or yearly Pay When Not Federal Employee)
0343
	Avg. hours

Per Week
40
	SSA/SEPSC/FBMT, Birmingham Social Security Center, 1200 Rev Abraham Woods Jr. Blvd., Birmingham, Al 35285-0001


	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)

EVALUATION, PLANNING, AND ANALYSIS: Conduct comprehensive budget cost analyses based on regional Social Security Administration (SSA) limitations, objectives, and constraints, as well as legislative proposals. Scrutinize budgetary data, input from operating programs, and other pertinent information to develop and disseminate cost analyses to decision makers. Determine cost of operations via establishment and monitoring of standard costs and recurring collection of operational data from supported offices. Analyze Obligations versus Payments Reports on Financial Information System (FIS) SSOARS (Social Security On-Line Accounting and Reporting System) to ensure all invoices are posted accurately and timely. 

PROGRAM MANAGEMENT: Support agency program goals and objectives, the sequence and timing of key program events and milestones and methods of evaluating the value of program accomplishments in particular those associated with financial research and management. Oversee activities concerning contracts and BPAs negotiated by OAG. Maintain and monitor electronic and hard-copy files for contracts such as those contracts for recycling, mail machine, radio, AV maintenance, warehouse, and Operations and Maintenance. 

SUBJECT MATTER EXPERTISE: Apply robust knowledge of SSA programs, laws, policies, regulations, and precedents to effectively plan and execute financial support services. Access and view records in FIS SSOARS.

INTERAGENCY COORDINATION: Coordinate with myriad components within SSA and externally in order to plan, develop, and implement short- and long-term roles of regional components to include staffing plans and realignment of duties and responsibilities for individual offices. Advise regional components on updates and changes to existing policies and on implementation of new policies affecting regional and local office programs, particularly those associated with budget planning and financial management. 

POLICIES AND PROCEDURES: Review and apply pertinent SSA, Office of Personnel Management (OPM), General Services Administration (GSA), DCO, and regional polices and guidelines in developing and/or enforcing local policies and procedures concerning financial management and information management. 

ORAL AND WRITTEN COMMUNICATION: Advise and support Regional Commissioner and Assistant Regional Commissioner for Management and Operations Support on programs and projects associated with information management, management planning, and administrative management. Develop Limitation on Administrative Expenses (LAE) reports in order to analyze and verify regional costs and adjustments.

1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Post Entitlement Technical Expert

	Grade
10
	From (Mo., Day, Yr.)
August 24, 2014
	To (Mo., Day, Yr.)
March 5, 2016
	Name & Telephone of

Immediate Supervisor
Edgardo Morcillo, (205) 801-3335

	Civil Service Series (Or yearly Pay When Not Federal Employee)
0901
	Avg. hours

Per Week
40
	SSA/SEPSC, Birmingham Social Security Center, 1200 Rev Abraham Woods Jr. Blvd., Birmingham, Al 35285-0001


	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)

ORAL AND WRITTEN COMMUNICATION: Played key role in program improvement studies and initiative by relaying recommendations to leadership to reduce backlogs and improve Claim Program efficacy. Devised, developed, and presented in-depth formal and on-the-job training to newly assigned and experienced module personnel, ensuring clear, concise presentation of latest procedures and policies. Observed newly assigned personnel performance and advised managers regarding strengths, areas of improvement, and recommended training to ensure continual growth of staff. Researched, drafted, and disseminated reports of findings resulting from studies, projects, and audits, as well as recommended corrective actions to ensure full program compliance with governing regulations. Collaborate with higher-level analysts to discuss and/or interpret policy and procedural guidance to ensure consistency and accuracy. Provided guidance to Benefits Authorizers; Technical Support Technicians; Technical Support Assistants, Contact Representatives, as well as Check, Claims, and Recovery Examiners.
LEADERSHIP: Mentored entry-level and more experienced staff with advice, consultation, and assistance in executing post-adjudicative programs under Titles II, XVI, and XVIII of the Social Security Act. As subject matter expert (SME) on paperless claim processing, provided recommendations to junior personnel, peers, and managers on efficient paperless processing procedures. Utilized leadership capabilities and honed technical expertise to observe and coach module personnel on receiving and addressing claimants’ and other inquirers’ telephonic inquiries with tact, diplomacy, and accuracy. Instilled and fostered an atmosphere of mutual respect, teamwork, and productivity.
EVALUATION AND DETERMINATIONS: Provided instrumental assistance to management team in developing strategies to improve timeliness and accuracy in work processed within module. Evaluated section’s work assignments, such as paperless processing, are executed in timely manner and in compliance with governing local and higher headquarters (HQ) regulations. Conducted recurring program audits to evaluate section’s uniformity and proper application of laws, regulations, policies, and procedures under Titles II, XVI, and XVIII of the Social Security Act covering full range of post-adjudicative issues. Aided managers in monitoring receipts, backlogs, and holding files to determine optimal schedules to address priority and aged cases, ensuring designated cases were properly assigned and executed in timely manner. Served vital role on technical committees to analyze processing issues, promote overall standardization via evaluation and application of procedures and policies, and relayed recommendations to better work processes. Analyzed newly implemented procedures to ascertain their effectiveness and determine streamlined methods. Evaluated automated reports to identify trends and ensure uniform application of procedures in processing systems exceptions and alerts. 

FEDERAL LAW AND REGULATION INTERPRETATION: Maintained and applied up-to-date knowledge of all post-adjudication program and procedural changes via regular research into governing regulations. Coordinated with other technical experts to examine and resolve differences in policy interpretation to maintain standardization. 

PROBLEM SOLVING: Received and responded to incoming telephone calls on Special Return Payment Hotline. Asked targeted questions to identify specific nature of issue and employ keen problem-solving skills to obtain resolution while maintaining highest ethical standards and regulatory compliance. Received, reviewed, and made determinations on requests for reconsideration of determination on SMI terminations for non-payment of premiums. Addressed inquiries from field office personnel, Railroad Retirement Board (RRB), HCFA, financial institutions, teleservice personnel, and attorney/legal representative offices and beneficiaries. Respond to telephone calls requesting information and/or clarification on eligibility rights and benefits for Title II workloads, HI/SMI, Black Lung, Title XVI claims leads, and other government and public services. Responded to calls from beneficiaries inquiring or initiating action to change Master Beneficiary Record (MRB) and the Supplemental Security Income Disability (SSID).
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Legal Administrative Specialist (Benefit Authorizer)

	Grade
9

7
	From (Mo., Day, Yr.)
March 29, 2011

December 17, 2010
	To (Mo., Day, Yr.)
August 24, 2014
March 29, 2011
	Name & Telephone of

Immediate Supervisor
Willette Boyd, (205) 801-3039

	Civil Service Series (Or yearly Pay When Not Federal Employee)
0901
	Avg. hours

Per Week
40
	SSA/SEPSC, Birmingham Social Security Center, 1200 Rev Abraham Woods Jr. Blvd., Birmingham, AL 35285-0001

	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)

EVALUATION AND DETerminations: Provided final determinations on full range of post-adjudicative actions, entitlement and non-entitlement to benefits, continuing entitlement to benefits, and payment amounts. Evaluated, determined, and justified penalty actions for non-compliance with Penalty Provision of Social Security Act (SSA) reporting requirements. Determined withholding and payments for attorney fees and fee agreement cases, notifying all parties of decision in writing. Activated Critical Payment System (CPS) payments upon prohibition of or delay in Master Beneficiary Record payment, noting impact of CPS payment on other systems, records, and programs.
FEDERAL LAW AND REGULATION INTERPRETATION: Revised benefit payments in compliance with SSA Deduction-Before-Reduction Provision and Facility of Payment Provisions through review of reports of work and earnings involving vacation pay, bonuses, dismissal pay, pensions, sick pay, hospital and medical pay, backpay, veterans training pay, wages in‑kind, gratuities and tips, and substantial services in self‑employment to establish and create suspensions and deductions, benefit reinstatements, and recomputations. Adjusted, resumed, reinstated, suspended, withheld, or terminated benefits and determined benefit payment rates in compliance with SSA, through review of type of benefit, age, family maximum, changes in family composition, prior or simultaneous entitlement to other types of benefits, and periods of non-entitlement. Identified potential cases of fraudulent claims, contacting beneficiaries and District Office to investigate and take necessary referral action. Identified factors involving RRB, Workers ’ Compensation, disability entitlement, Supplemental Security Income (SSI) windfall offset, health and medical insurance entitlement, alien taxation, and government pension offset. Investigated allegations of misconduct or fraud, developed evidence, or formulated charges in determining appropriate corrective actions. Reviewed federal laws and government-wide rules and regulations to respond to manager inquiries.

TEAMWORK: Consistently acknowledged and recognized each team member’s contributions within the module. Effectively utilized each team member to optimum potential. Motivated team to work together efficiently. Mitigated team conflict and communication problems.
ORAL COMMUNICATIONS: Contacted directly beneficiaries, employers, district offices, and other SSA agencies to review and assess facts and supporting evidence to discover incomplete, missing, or conflicting information and resolve processing issues. Responded to requests from beneficiaries via telephone for post-entitlement information, explanation, or actions. Answered telephonic questions regarding eligibility rights and benefits for government and public services. 

WRITTEN COMMUNICATIONS: Provided in writing to beneficiaries details of overpayments, rights to reconsideration, due process, recovery options, and any other situation in which benefits may have been questioned or adjusted. Prepared worksheets and supply explanations to beneficiaries of procedures, rate calculations, and determinations. Prepared complex written material in final form for various audiences at all levels of the organization.

PROBLEM SOLVING: Resolved discrepancies between beneficiary statements and Internal Revenue Service (IRS) records, determining effects of earnings on basic benefit rates, reduction factors, delayed retirement credits, combined family maximum, Workers’ Compensation, or SSI offset. Recommended improvements in post-determination procedures, policies, and regulations. Reported problem areas in workflow, unique claims actions encountered, and sufficiency of replies from field offices to development requests. Examined operations to expedite case movement to minimize module backlog.

INVESTIGATION AND ANALYSIS: Assessed correspondence and documentation—including award determinations, annual reports, work and death notices, and student forms—to determine entitlement or continuing entitlement for beneficiaries, including survivor, student, disability-to-retirement, young-to-aged spouse, and disabled widow to widow’s benefits. Analyzed initial claim awards for accuracy, discovering underpayments or overpayments, correcting errors, and collecting payments, as required, including waivers and methods of recovery.

SPECIALIZED KNOWLEDGE: Utilized SME knowledge of SSA Titles II, XVI, and XVIII, Railroad Retirement Act (RRA), and myriad state laws and agency regulations to review and assess documents, compute benefits, and ensure correct payment of benefits. Provided understanding of relationships among SSA programs and interrelationships with agencies and organizations, such as IRS and RRB, as well as validity of legal documents and supporting evidence applied to SSA benefit programs and Privacy Act. Reviewed difficult, unusual, sensitive, or large payment benefit cases handled by peers. 

AUTOMATED SYSTEM UTILIZATION: Used automated system software, programs, and processes, including Manual Adjustment Credit and Award Data Entry, Post Entitlement Online System, Payment History Update System, Customer Information Control System, Debt Management System, master file queries, interactive queries, automated job stream outputs, CPS payments, non-receipt and recovery processing, due process, reconsideration rights, Recovery of Overpayments Accounting and Reporting (ROAR) system, and attorney fee agreements. Resolved complex and varied computer program exceptions, alerts, and other program issues. Utilized knowledge of SSA systems, policies, and procedures to resolve issues not defined in Program Operations Manual System.
INTERPERSONAL SKILLS: Minimized and diffused potentially volatile situations and conflicts such as inquiries from upset or distraught callers, maintaining composure and treating all parties with respect. Maintained control of all situations at all times in order to effectively resolve conflicts. Encouraged and promoted compliance with positive initiatives.
1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Benefit Authorizer Trainee

	Grade
7
	From (Mo., Day, Yr.)
March 29, 2010
	To (Mo., Day, Yr.)
December 17, 2010
	Name & Telephone of

Immediate Supervisor
Javores Anthony, (205) 801-2234


	Civil Service Series (Or yearly Pay When Not Federal Employee)
0901
	Avg. hours

Per Week
40
	Employer (Name and Address)
SSA/SEPSC, Birmingham Social Security Center, 1200 Rev Abraham Woods Jr. Blvd., Birmingham, AL 35285-0001

	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)
FEDERAL LAW AND REGULATION INTERPRETATION: Provided SME knowledge in interpretation and analysis of SSA Title II, XVI, and XVIII laws and regulations as well as Railroad Act, state laws, and other agency regulations. Provided final determinations to adjust, reinstate, suspend, withhold, and terminate benefits. Calculated benefit payment rates due to changes in month of entitlement, death, births, marriage, divorce, student reports, work, disability, and retirement.

ORAL/WRITTEN COMMUNICATIONS: Communicated orally and in writing to resolve issues, solve discrepancies, and explain or obtain information to make determinations from beneficiaries, attorneys, representative payees, and public with inquiries. Employed superior conflict management and interpersonal skills to notify beneficiaries of payment changes orally and in writing, explaining legal determinations concisely and effectively and in a manner understandable to people of various educational and socioeconomic backgrounds.

INVESTIGATION AND ANALYSIS: Developed, analyzed, and distinguished elements affecting benefit payments, reconstructing case histories within folder-less environment to arrive at accurate final determinations involving entitlement and non-entitlement to benefits as well as continuing payment eligibility. 
1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Accountant/Analyst I

	Grade
	From (Mo., Day, Yr.)
August 30, 2008
	To (Mo., Day, Yr.)
March 26, 2010
	Name & Telephone of

Immediate Supervisor
Vanessa Rogers, (334) 676-5165

	Civil Service Series (Or yearly Pay When Not Federal Employee)

	Avg. hours

Per Week
40
	Employer (Name and Address)
BB&T, formerly known as Colonial Bank (Corporate Office), 100 Colonial Bank Blvd., Montgomery, AL


	Number and Kind of Employees

You Supervised
2


Detailed Description of Duties: (Do Not Attach Position Description)
PERSONNEL SUPERVISION: Exercised supervisory personnel management responsibilities. Head and resolved employee complaints or referred serious unresolved complaints to higher-level management. Advocated, mediated, and resolved problems and conflicts among employees. Evaluated employees, corrected performance or conduct problems, investigated employee problems, and documented all actions. Applied EEO principles and requirements to all personnel management actions and decisions, ensuring all personnel were treated fairly without discrimination. Counseled employees regarding management policies, procedures, and directives.

ACCOUNTING: Performed four years of progressive accounting tasks for $26B financial institution in fixed assets, general ledger adjustments, bank reconciliations, and variance analysis. Prepared timely and accurate reconciliations for balance sheet accounts of more than $20B, recommending actions to dissipate or eliminate future balance issues. Utilized software to include Microsoft (MS) Excel, Access, and PowerPoint; Great Plains; SAP; Oracle; General Ledger; TM1; and Document Direct.
FEDERAL LAW AND REGULATION INTERPRETATION: Researched and provided interpretations of laws, executive orders, regulations, and policies in developing investigative strategies. Reviewed and made determinations on statuary information or requests, security background checks, or medical information to determine sound courses of action. 

LABOR AND EMPLOYEE RELATIONS: Developed, interpreted, and updated employee-relations policies and procedures, utilizing finely honed problem-solving techniques and approaches. Reviewed negotiated labor agreements for compliance with federal laws and government-wide rules and regulations. Represented the agency in third-party proceedings. Applied labor-relations laws, regulations, precedent cases, etc., to investigate and/or process unfair labor practice charges, disciplinary, and adverse actions and grievances. Employed appropriate sections of the negotiated agreement as well as other regulations to solve labor and/or employee-relations problems, utilizing abilities in and knowledge of investigating and analyzing labor management and employee-relations issues.

ORAL COMMUNICATIONS: Provided strategic, consultative advice, guidance, and support to management officials on complex and sensitive issues. Served as liaison between agency and outside organizations. Provided informal trainings or presentations with immediate office. Offered advice and guidance in one-on-one or small group setting. Communicated with management utilizing skills in negotiating procedures.

WRITTEN COMMUNICATIONS: Wrote complex position papers or talking points for senior management. Prepared written guidance to management and supervisors on new regulations. Provided comments on proposed policies or Standard Operating Procedures (SOPs).

PROBLEM SOLVING: Investigated and analyzed discrepancies between general ledger and system applications, forwarding discrepancies to appropriate department for resolution and maintaining accountability until outstanding items cleared. Utilized strong organizational, communication, and analytical skills to contribute directly to monthly analysis of financial statements, reporting on material variances. Demonstrated ability to plan, coordinate, and meet deadlines on multiple projects.
LEGAL COMPLIANCE: Ensured compliance with balance sheet accounts and compliance and reporting standards. Performed audits with internal and external auditors to ensure compliance with Sarbanes-Oxley Act (SOX) and Generally Accepted Accounting Principles (GAAP). Trained on Securities and Exchange Commission and Regulatory Reporting, augmenting compliance policy knowledge and skills.

1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Junior Accountant; Accounting Reconcilements

	Grade
	From (Mo., Day, Yr.)
August 30, 2006
	To (Mo., Day, Yr.)
August 30, 2008
	Name & Telephone of

Immediate Supervisor
Vanessa Rogers, (334) 676-5165

40(334) 676-5165



	Civil Service Series (Or yearly Pay When Not Federal Employee)
	Avg. hours

Per 
Week
40
	Employer (Name and Address)
BB&T, formerly known as Colonial Bank (Corporate Office), 100 Colonial Bank Blvd., Montgomery, AL


	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)
ACCOUNTING: Performed variance analysis on bank balance sheet and Profit and Loss statement. Followed GAAP to reclassify and accrue journal entries on assigned accounts as well as non-accrual loans to statistical accounts. Prepared accurate monthly loan portfolio reports. Created reconciliations for Construction Expenditures in Process. Tracked, researched, and cleared outstanding items on account reconciliations. Keyed data from Accounts Payable invoices into Fixed Asset database, reviewing items for compliance with GAAP. Expensed non-fixed asset purchased items according to GAAP.
WRITTEN COMMUNICATIONS: Created and distributed monthly past-due reports for each system application for 355 branches within 5 regions to internal regional loan administrators for review. Escalated unresolved items to management for resolution, following procedures and written documentation requirements.
INVESTIGATION AND ANALYSIS: Appraised and analyzed monthly financial summaries for senior management and regional administrators. Conducted analysis and investigations with highest standards of integrity, honesty, confidentiality, and adherence to governing regulations.

1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Staff Accountant

	Grade
	From (Mo., Day, Yr.)
12/2005
	To (Mo., Day, Yr.)
03/2006
	Name & Telephone of

Immediate Supervisor
Charlie Leslie, (205) 871-0230

40(334) 676-5165



	Civil Service Series (Or yearly Pay When Not Federal Employee)
	Avg. hours

Per 
Week
40
	Employer (Name and Address)
Alaplex, 2718 20th Street S. #104, Birmingham, AL 35209

	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)
ACCOUNTING: Examined, analyzed, maintained, reconciled, and verified financial records. Worked with controller and data processing to record entries, reconciliations, and other fiscal recordkeeping tasks. Prepared payroll, financial statements, balance sheets, income and expense reports, and cashflow analyses for funds.

WRITTEN REPORTS: Prepared myriad detailed monthly accounting, statistical, and narrative financial statements and reports utilizing analysis and interpretation abilities.
1. EXPERIENCE (Continued)
	Dates of Employment in this Position
(Specify the dates at each grade level.)
	Exact Title of Your Position
Full Charge Bookkeeper

	Grade
	From (Mo., Day, Yr.)
8/2000
	To (Mo., Day, Yr.)
7/2003
	Name & Telephone of

Immediate Supervisor
Donna Killough, (205) 939-4440

40(334) 676-5165



	Civil Service Series (Or yearly Pay When Not Federal Employee)
	Avg. hours

Per 
Week
40
	Employer (Name and Address)
Eason, Graham & Sandner, Inc., Commercial Real Estate, 505 20th St. N. #700, Birmingham, AL 35203


	Number and Kind of Employees

You Supervised
0


Detailed Description of Duties: (Do Not Attach Position Description)
ACCOUNTING: Cut Accounts Payable checks for weekly business associated with properties. Made daily bank deposits. Reconciled bank statements and completed end-of-month documents to mail to accountants and property owners. Compiled expense totals to bill client for reimbursement of paid invoices. 

WRITTEN REPORTING: Prepared and processed high volume of data to produce daily, monthly, and quarterly reports. 

DATA PROCESSING: Entered invoices for payment, received and tracked rent payments, and posted money into Skyline system. Received and entered invoices into Deltek system for payment.

ADMINISTRATIVE: Compiled and copied invoices paid to mail to client. Answered and placed telephone calls and took messages. Maintained purchase order and subcontracting files, filing and paying invoices. Mailed checks for payment. Partnered with property managers to aid in daily interactions and issues of property.

2.
DETAILS AND DEVELOPMENTAL ASSIGNMENTS
List all details or developmental assignments you have participated in for 30 calendar days or longer which are relevant to the position being filled. Specify beginning and ending dates and give a brief description of the duties performed. If more space is needed, provide information in same format on blank sheet or use Continuation Form SSA-45A.

	Date Began

(Mo., Day, Yr.)
	Date Ended

(Mo., Day, Yr.)
	Duties While on Detail

	June 16, 2014
	Present
	Benefit Authorizer Instructor: Serve as a member of a team of three instructors responsible for the preparation of a variety of courses that are not standardized or pre-structured as well as the overall maintenance of specific subject-matter training packages involving the authorization of determinations concerning entitlement and re-entitlement to benefits; continuing eligibility to payments and payment of the correct amount; and the propriety of adjustments to established benefits of Title II, XVI, and XVIII of the Social Security Act. Develop teaching lesson assignments and calendars of assignments for time management purposes, to pinpoint when a lesson will be taught and the number of hours the lesson requires. Devise training packages updates, lesson outlines, training aids, and evaluation criteria to measure the success the training has on the course participants. When conducting formal classroom training, evaluate the students’ overall success or failure as well as their process in the learning process. Prepare progress summaries and feedback on the students’ performance for the Training Manager.

	March 1, 2014
	May 31,2014
	MODULE 14 Inline Review Participant: Participated in Inline Quality Review conducted by OAS and AIPQB in order to render formal advice and recommendations to agency executives on a range of issues relating specifically to in-line and end-of-line quality performance management in each of the agency’s core business areas. 




3.
TRAINING AND SELF-DEVELOPMENT RELEVANT TO POSITION
Training and self-development activities may include but are not limited to OPM training courses, SSA training Course, Adult Education courses, training received in private industry, courses at Trade or Vocational Schools, Armed forces training, and Business College courses, as well as formal education received through attendance at college and other schools.

	High School grad. Or

G.E.D.
x Yes
No
	Years

Completed
	Total Credits

Received
	Type of Degree Earned
	Major
Relevant

Courses Subjects
	Credits Earned Per Course Subject

	A. Name of College or

University Attended
	Day
	Night
	Sem.
	Qtr. Hrs.
	
	
	

	
	
	
	
	
	
	
	Sem.
	Qtr. Hrs.

	Huntingdon College


	 4
	
	121.33
	
	Bachelor of Arts in Business & Organizational Resources


	English Composition I

English Composition II

Social Problems

Cultural Anthropology

U.S. History 1865-Present

College Algebra

Computer Applications

Speech Communication

Intro to Developmental Psychology

The Book of Acts

Principles of Biology

Marriage & Family Relations

The Life of Christ

Survey of New Testament Scriptures

Intro to Statistics

Intro to Christian Theology

Environmental Science

Literature by Women

Film Studies

Business Law

Principles of Microeconomics

Foundations of Macroeconomics

Foundations of Marketing

Voters, Parties, & Elections

Alabama History

Foundations of Accounting I

Foundations of Accounting II

Math Concepts for the Natural & Social Sciences

Foundations of Management

Entrepreneurship

Foundations of Finance

Special Topics – Bible

Religion in America

Human Resource Management

Management Information Systems

Christian Ethics

Decision Making/Problem Solving

Jesus & Gospels (NT Scriptures)

Organizational Theory & Behavior

Business Policy & Decision
	3.33

3.33

3.33

3.34

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00
3.00

3.00

3.00
3.00


	

	
	
	
	
	
	
	Alabama History

Foundations of Accounting I

Foundations of Accounting II

Math Concepts for the Natural & Social Sciences

Foundations of Management

Entrepreneurship

Foundations of Finance

Special Topics - Bible

Religion in America

Human Resource Management

Management Information Systems

Christian Ethics

Decision Making/Problem Solving

Jesus & Gospels (NT Scriptures)

Organizational Theory & Behavior

Business Policy & Decision Making

	3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00

3.00
	

	Strayer University


	
	 2
	 40.5
	
	Master of Public Administration


	Managerial Economics

Info Systems Decision Making

Quantitative Methods

Modern Public Administration

Public Budgeting and Finance
Intro to Public Policy Analysis

Public Personnel Management
Leadership and Conflict Resolution

Constitutional and Administrative Law


	4.5

4.5

4.5

4.5

4.5

4.5

4.5

4.5

4.5
	


B. Other Schools or Training
	School or Training Facility
	Dates
	Title of Course or Subject
	Tot. No. of Hours
	Full or Pt. Time
	Certificate

Received?

	SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC
SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC


	10/1/18

6/5/18

10/30/18

9/21/17

8/2/17

7/20/17

7/5/17

7/5/17

6/26/17

12/19/16

12/12/16

12/17/10

11/30/11

03/28/12

07/18/13

08/17/12

12/18/12

3/27/12

5/10/12

4/26/12

2/15/11

2/14/12


	2017 Access to Success Disability Awareness

E.W.D. INFOSEC Awareness Training 201

No FEAR Training

 2017 Access to Success Disability Awareness

2017 Anti-Fraud Training

Records Management Training for Employees

2017 Anti-Fraud Training

INFOSEC Awareness Training 2017

Contracting Officer’s Representative Course

E.W.D. No FEAR Act 2016

E.W.D. No FEAR Act 2016

Benefit Authorizer-Entry Level 

Paid vs. Payable

SPIKE Training

DMS ROAR Alerts

AJS-3 T2 Redesign

No Fear Act 2012

Soft Skills Training

Automation Tools Training

DIB Cessation Refresher Training

MADCAP EXC 402 Training

PHUS Training 


	0 hrs

0 hrs

1 hr

0 hrs

0 hrs

0 hrs

0 hrs

0 hrs

40 hrs

0 hrs

0 hrs

1456 hrs

8 hrs

144 hrs

7 hrs

8 hrs

1 hrs

4 hrs

4 hrs

4 hrs

2 hrs

4 hrs


	FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

PT

PT

PT

PT

PT

PT


	Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes 

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes



	SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC Online

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC

SSA, SEPSC


	11/9/16

10/17/16

8/4/16

7/14/16

6/24/16

6/24/16

6/6/16

4/21/16

8/18/15

8/18/15

8/18/15

8/18/15

8/18/15

8/18/15

3/30/15

9/26/14

8/4/14

7/16/14

7/16/14

4/16/14

10/18/13

7/18/13

12/18/12

8/17/12

3/5/12

11/30/11

6/28/11

6/23/11

5/18/11

4/26/11

4/19/11

3/29/11
	E.W.D. Records Management for Non-Capstone

Performance Assessment & Communication Sys

E.W.D. INFOSEC Awareness Training

Resolving Conflict

2016 Records Management

2016 Anti-Fraud Training

Basic Analyst Training

Diversity Inclusion Cultural Education, LGBT

2015 INFOSEC Awareness Training

CSST Chapter 4 Solutions Through Awareness

Anti-Fraud Training

CSST Chapter 3 Interviewing Skills

CSST Chapter 1 Intro to Customer Service

CSST Chapter 2 Diversity

Focus on Your Business Writing

Anti-Fraud Overview Training 2014

2014 INFOSEC Awareness Training

2014 INFOSEC Awareness Training

2014 INFOSEC Awareness Training for Mngrs

Debt Management Systems Training

Records Management Training for All SSA

DMS ROAR Alerts

No FEAR Act 2012

AJS-3 T2 Redesign

Spike Training

Paid versus Payable

Security Awareness Training

SSI Offset Windfall Refresher Training

MADCAP to TNA Training

Notice Refresher Training

IRMAA B/IRMAA D Equitable Relief Determination Training

Critical Payment System (CPS) Refresher Training
	0 hrs

4 hrs

0 hrs

0 hrs

0 hrs

0 hrs

32 hrs

0 hrs

1 hr

1 hr

1 hr

1 hr

1 hr

1 hr

4 hrs

0 hrs

1 hr

1 hr

1 hr

6 hrs

1 hr

7 hrs

1 hr

8 hrs

144 hrs

8 hrs

¼ hr

4 hrs

2 ½ hrs

4 hrs

3 hrs

2 hrs
	FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

FT

PT

PT

PT

PT

PT

PT
	Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes




4.
PERTINENT OUTSIDE ACTIVITIES (Refer to Factors and Weights for Position Vacancy)
Outside activities generally fall in the category of pertinent civic, welfare, service and organizational activity performed either with or without compensation. List all outside activities which you have participated in, and which you believe are relevant to the position for which you are applying as mere membership alone will not be given credit. Please be specific as to your actual degree of participation. Include the amount of time (weekly, monthly, etc.) spent on these activities.

	Date Began

(Mo., Day, Yr.)
	Date Ended

(Mo., Day, Yr.)
	Organization
	Position Held
	Describe your

Participation Briefly
	Amount of

Time Spent

	2000
02/1989

1990

2002

2008

2007
	Present

Present

Present

2009 

Present

2009
	American Red Cross

American Heart Assn

Community Health Fair

Tuskegee University, Prostate/Colorectal Cancer 

St. Jude Children’s Research Hospital

Southern Springs Healthcare

	Volunteer

Volunteer

Volunteer

Volunteer

Volunteer

Volunteer
	Recruited donors; assisted the HOE Instructor with advertising about the community blood drive.

Assisted w/distribution of materials at health fairs, assist w/projects at the local career tech center to educate children about heart disease—e.g., “Save Your Sweet Heart” (a project about eating healthy).
Volunteered at the annual community health fair; assist with recruitment, registration of participants, follow-up; prepare flyers and registration materials; serve refreshments

Participated in “take your loved one to the doctor day”; distributed materials at health fairs. Recruited men and their significant others to participate in a prostate cancer project.

Solicited funds for the children w/cancer in neighborhood.

Assisted at the local nursing home, participating in different projects w/residents; distributed pink handkerchiefs for breast cancer awareness month; prepared activities for Black History Month and Grandparents Day; and assisted w/health fairs.


	2 hrs/yr

Feb. of each year; 4 hours/yr

3 hours/yr

8 hrs of training

2 hrs/mo

4 hours/yr


5.
AWARDS - LIST ALL JOB RELATED AWARDS
	Type of Award Special Achievement, HQ1, Other (Describe)
	Month and
Year of Award
	Grade Level at time of Award
	Brief Summary of Award

	Recognition of Contribution Performance Award

Individual Cash Award, NRB

Outstanding Accountant

Employee of the Month


	06/29/2014

08/26/2012

December 2006

April 2007

July 2007

January 2008

February 2009


	 9

9
	For contribution toward accomplishing agency goals

Exemplary Contribution or Service Award in recognition of individual contributions and performance that promoted the mission of the agency.

Annual award presented to the employee with the most growth and development in the area of accounting. 
Leadership/Initiative: Employee must possess leadership/initiative qualities.
Monthly award presented based on Job Performance - A unique situation where employee went above and beyond what is required for particular job. 
Attitude: Employee must demonstrate a positive and dedicated attitude.

	6.
HIGHEST GRADE HELD
	9.
SSA AND OPM TEST TAKEN

	Enter Highest Grade Held in Federal Position

GS
10
	SSA Test Title
	Score
	Date of Test

	
	
	
	

	7.
SKILLS
	
	
	

	Typing
WPM
	Shorthand
WPM
	
	
	

	Card Punching
CPM
	Other
	
	
	

	Ability to Speak or Write Language Other Than English
	
	
	

	Language
	Speech
	Comprehension
	Translation
	
	
	

	
	Fluent
	Passable
	Good
	Fair
	Good
	Fair
	
	
	

	
	
	
	
	
	
	
	OPM Test Title
	Score
	Date of Test

	
	
	
	
	
	
	
	
	
	

	8.
PANEL INTERVIEW RESULTS (For Meet and Deal Positions)
	
	
	

	Panel Interview Taken?

Yes
No
	Rating
	Date (Mo., Day, Yr.) Attach Copy of Results
	
	
	

	I certify that the statements made by me on this form are true, complete, and correct to the best of my knowledge and belief and are made in good faith. Falsification of any information on this form is punishable by fine or imprisonment under U.S. CODE TITLE 18, SEC 1001.

	Signature  Shannon B. Glaze
	Date:January 27, 2020
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Privacy Act Statement
Title 5 U.S.C. sections 205(a) and 3101, and Executive Order 9397, as amended, authorize us to collect this information, including your Social Security number. We will use the information you provide to determine your eligibility for the position for which you are applying. We may also use the information for rating and ranking applications, and as a source of information for the selecting official.

Furnishing us this information is voluntary. However, failing to provide us with all or part of the information may result in you being found ineligible or may negatively affect your consideration for selection.

We rarely use the information you supply for any purpose other than to determine your eligibility for the position for which you are applying. However, we may disclose information to another person or to another agency in accordance with approved routine uses, which include but are not limited to the following:

1. To the Office of Personnel Management, the Merit Systems Protection Board (MSPB), or the Office of the Special Counsel when information is requested in connection with appeals, special studies of the civil service and other merit systems, review of those agencies' rules and regulations, investigation of alleged or possible prohibited personnel practices, and

for such other function of these agencies as may be authorized by law, e.g., 5 U.S.C. §§ 1205 and 1206.

2. To the Equal Employment Opportunity Commission when requested in connection with investigations into alleged or possible discriminatory practices in the Federal sector, examination of Federal affirmative employment programs, compliance by Federal agencies with the Uniform Guidelines on Employee Selection Procedures, or other functions vested in the Commission.

3. To comply with Federal laws requiring the release of information from Social Security records (e.g., to the Government

Accountability Office and Department of Veterans' Affairs).

4. To the General Services Administration and the National Archives Records Administration (NARA) under 44 U.S.C. §§

2904 and 2906, as amended by the NARA Act of 1984, information which is not restricted from disclosure by Federal law for the use of those agencies in conducting records management studies.

5. To facilitate statistical research, audit, or investigative activities necessary to assure the integrity and improvement of

Social Security programs (e.g., to the Bureau of the Census and private concerns under contract to Social Security).

A complete list of routine uses for this information is available in the U.S. Office of Personnel Management's System of Records Notice OPM/GOVT-1, entitled General Personnel Records, and our System of Records Notice 60-0239, entitled Personnel Records in Operating Offices. Our notices and additional information regarding this form are available on-line at www.socialsecurity.gov or at any of our local personnel offices.

