POLLY KEAN
Manchester, CT 06042

Cell: 860-268-6785

pkean@cox.net

Program Development and Management
I seek to bring my skills and experience in business, communications, nonprofit, and education program development, teaching, and proposal writing to the work of Connecticut nonprofit sector. Much of my non-corporate work has been with at-risk youth and in the nonprofit technology and communications field. I now seek to take on youth services nonprofit work full-time. My interests are to manage day-to-day operations or programs that deliver services, and to develop and implement programs to serve at-risk youth.


Nonprofit Managerial Training
Encore!Hartford 
Encore Fellowship
03/10 – 06/10
Encore!Hartford is an intensive hands-on education program designed to successfully bridge my prior skills and work experience to work in the nonprofit sector. I have been chosen, after an intensive vetting process, to be admitted into this high-caliber program based on my skills and passion for entering the work of the nonprofit sector.
Encore Fellowship: 
Grant Writing Consultant
Ebony Horsewomen
For my Encore Fellowship, I developed capacity building and program proposals for EHI to increase operational efficiencies and expand service delivery in Hartford’s Northeast neighborhood. This included eliciting vision and goals so I could strategize, plan, research, write, project manage, and deliver proposals totaling $550,000. Objectives: build organizational capacity, increase personnel resources, refresh technology, improve outreach and brand recognition, implement Results Based Accountability performance measures, enhance strategic planning, and develop a green, sustainable neighborhood revitalization social enterprise to improve the nonprofit’s earned income and provide long-term employment for Hartford’s Northeast neighborhood residents. Goals include greater earned income, community development, and reducing crime, poverty, and homelessness.
Encore!Hartford is designed by the University of Connecticut Nonprofit Leadership Program, 

Leadership Greater Hartford, the Connecticut Association of Nonprofits, and Capital Workforce Partners. 


Nonprofit Sector Work
My experience in the nonprofit work sector has focused on the technology and communication needs of member nonprofits of a statewide nonprofit member association and the public. Additionally, as an 18+-year educator, I have focused on social, environmental, and multicultural literacy issues, program and curriculum development, proposal writing, and teaching at-risk youth. This has fueled my interest in providing these services and programs long-term. Nonprofits for which I have worked include the Connecticut Association of Nonprofits, UMASS, Westfield State College, Manchester Community College, and Vernon Regional Adult Education. Details are included in my Work Experience below.



Transferable Work Experience

BOARD OF DIRECTORS
Ebony Horsewomen
Hartford, CT
12/10 – Present
I have recently accepted an invitation to be on the Ebony Horsewomen Board of Directors in a governance role. My contributions will include communications, grants, media relations, business analysis, marketing, and educational consultancy, with an emphasis on metrics, educational assessment, and program planning.
MASSMUTUAL
IT Communications Consultant
Springfield, MA
12/10– Present

My skills used in this position include communications, business and critical analysis, working with Subject Matter Experts to document confidential architectural processes and procedures for an enterprise Service Oriented Architecture group, technical writing, marketing, and communications strategies for internal audiences, as well as change management to enterprise IT and business audiences.
THE HARTFORD
Financial Srvcs Tech Writer Consultant   Windsor, CT
8/10 – 12/10

Drawing on my corporate career skills of technical writer, business analysis, and enterprise research skills, my primary responsibilities were reviewing existing documentation, interviewing Subject Matter Experts, and eliciting current and future state processes and procedures, and revising or creating new documentation to capture business critical financial services procedures to satisfy Legal, Compliance, and SEC requirements for the Trading and Clearing team in a major financial services company. This involved extensive documentation and knowledge transfer project management, communications, research, writing, and confirming accuracy with all levels of the organization, time, deadline, and intellectual property management, and extensive overtime to meet critical project objectives and end dates.
PFIZER
IT Communications Consultant
Groton, CT
07/09 – 12/09
In this work I have mastered the needed skills of collaborative global communications, research, interviewing stakeholders, writing branding articles, processes and procedures, and developing online training, which will benefit my work in your nonprofit organization. Provide strategic and tactical communications, editing, and processes, following document life cycles. Develop global communications plans, distribution lists, and messaging for worldwide technical audiences. Develop and publish blogs, wikis, websites, plasma screens, newsletters, and other team and corporate communications vehicles. 
CIGNA
Change Mgt Comms Consultant
Bloomfield, CT
11/08 – 05/09
In this work I have mastered the needed skills of understanding Change Management communications and communications project management for multiple program projects, which will benefit my work in your nonprofit organization. Provide change management communications expertise, research, analysis, program and project communications planning, writing, editing, and production for executives, process engineers, project managers, and end users, developing presentations, documentation, email blasts, user guides, documentation templates, SharePoint communications standards, and the customer engagement model. 
ESPN
Web Business Analyst Consultant
Bristol, CT
08/08 – 11/08

Elicit, clarify, document, and communicate business requirements, best practices, processes, and procedures. Project manage collaborative communications, customer relations, business analysis, tasks, follow-up, and review/revision/approval processes. Interpret, and communicate technology business needs and solutions to non-technical customers.

MASSMUTUAL
QA Tester Team Lead/BA Consultant
Enfield, CT
06/07 – 08/08

Lead test team for 2 months while there was no test manager: manage workflow, collaboration, and tasks for 6 member test team. Drive/write test cases and scenarios. Acclimate and support new Test Manager with leadership tasks, executive presentations, technical specifications analysis, and reporting. Analyze and document business requirements, processes and procedures. Liaison between IT program managers and test team; interpret technical specification documentation for BAs and test team.

INSTITUTE OF HEALING
Dir Marketing/Grants
Bloomfield, CT
03/06 – 11/06

Co-develop nonprofit arm, project manage/perform strategic and tactical communications for internal and external audiences, conduct organizational development and program management business analysis, strategic planning, and tactical implementation for nonprofit arm development, business development, CEU program, CRM, events management, and executive presentations. Develop processes to increase revenues through marketing, government contracting/grants, and proposal writing. Apply brand control to internal and external communication materials.
CT ASSN OF NONPROFITS
Tech/Comms Coord
Hartford, CT
12/02 – 03/06

Provide internal/external communications, customer relation support, marketing, copy writing, website content and code maintenance, print/electronic newsletters, customer and vendor relationships, state/national branding, sector/organizational communications requirements and standards, internal Level 1 desk-top support. Update online interactive SQL db, research statewide nonprofit technology requirements, write successful proposal for SharePoint knowledge management portal program with work plan, timeline, processes/procedures, and staffing model, awarded $150,000.
CIGNA
Metrics Consultant
Bloomfield, CT
05/02 – 08/02

Administer weekly and monthly metrics reporting and communications functions within CIGNA HealthCare Performance Management Program for senior management program systems scorecards, opportunity logs, status reports, and project plans via email, file server and database applications for 5 senior IT executives, 200 in-house resources, and 44 application teams.
UNITEDHEALTH GROUP
Project Mgr, Doc & Knowledge Mgt
Hartford, CT
08/00 – 02/02

Key resource in project analysis, planning, library definition and building, rollout, communications, training, and customer support of a Lotus-based document and content management system for cross-functional, internal business unit customers. Perform all customer support and relationship management, liaison between technology and business groups, develop and publish documentation, project outputs, training materials and training, flexible rollout project management methodology. Research, discover, analyze, and document internal enterprise-wide knowledge management activities and gap analysis across five business segments in excess of $25,000,000. Author corporate knowledge management remediation program business case, funded by senior management. 

UNITEDHEALTH GROUP
Tech Communications Team Lead
Hartford, CT
06/96 – 02/00

Direct and manage multi-site technical communications team for highly technical departments with 150 internal technical customers. Develop and distribute technical and business documentation, policies/procedures, project documentation through compliance reviews and corporate document life cycles. Content manage, develop, publish, and author seven intranet sites. Produce executive communications reflecting organizational change. Align all communications activities with sector, corporate communication, compliance, and business requirements/objectives.
Teaching Experience

UMASS
Teaching/Research Assistant
Amherst, MA 
09/90 – 06/96
Reading and Writing Department, School of Education: University Teaching Assistant, Student Teacher Supervisor, Research Assistant, Learning Disabilities Center Tutor.
WESTFIELD STATE 
Adjunct Faculty
Westfield, MA
09/90 – 06/96

Office of Multicultural Development and Urban Education: Critical Thinking and Reading Instructor; Student Support Services Tutor. Department of Education Teacher Preparation Program: Literacy Acquisition and Development Instructor for K-12 and Adult Education; Reading and Writing Across the Curriculum.
MCC
Adjunct Faculty
Manchester, CT
9/00 – 06/02

English Department: English Composition; Critical Thinking and Essay Writing; Academic Research, Analysis, and Writing.
Vernon Regional Adult Ed
Teacher/Curriculum Developer/Grant Writer
09/01 - Present
Teach at-risk youth English courses; develop curriculum, including Connecticut’s first adult education Sr. Graduation Project course implemented region-wide; research and write grants and program development (awarded $350,000+) for TANF, after school programs, and Workforce Development. This allowed me to positively impact youth as a teacher and as a behind-the-scenes operational contributor at the program and regional levels.



Education and Training
SPRINGFIELD COLLEGE
Bachelor of Arts
Springfield, MA
09/65 – 06/69
English/Education (magna cum laude); English, 9-12 certification
UMASS 
Masters of Education
Amherst, MA
09/87 – 06/90

Reading and Writing Department, School of Education, GPA 4.0; Reading and Writing certification, K-12
UMASS 
ABD
Amherst, MA
09/90 – 06/96
Reading and Writing Department, School of Education, GPA 4.0; completed all coursework and research for doctoral program (research destroyed in a flood)
THE GRANTSMANSHIP TRAINING PROGRAM®
Completed the 5-day workshop that covers researching funding sources and writing and reviewing real proposals, with a practical application. Certificate of Completion, August 2006.
LEADERSHIP TRAINING 

Communication Styles; Fair Employment Practices; Foundations of Leadership; Collaborative Workplace; Navigating Change; Giving & Receiving Constructive Feedback; UHG Managing and Leading Projects.

SOFTWARE SKILLS

Microsoft Office Suite (Word, PowerPoint, Excel, Access), Microsoft Project, MS FrontPage 2000, 2002+, MS Publisher, Visio, Lotus Notes, MS Outlook, Adobe Acrobat, Snag-It, Lotus Domino.Doc, Information Mapping, Developing Procedures, Policies and Documentation, MS Image Composer, Macromedia DreamWeaver 3.0, 4.0, PhotoShop, WS_FTP Pro, Filezilla, SharePoint Moss (end-user).
Awards



VRABE
English Teacher, Curriculum Dev
Manchester, CT
09/03 – 06/03
Regional Teacher of the Year, 2003 – William Perry Award.
UNITEDHEALTH GROUP
Tech Communications Team Lead
Hartford, CT
06/99 – 02/01
Key Technology Contributor, 1999, 2000, 2001.

Community Participation


	Community Emergency Response Training, Manchester, CT.
	03/10 – 05/10

	Commissioned as a Notary Public, State of Connecticut. Commission expires April 31, 2011
	04/06 – 04/11

	Manchester Citizens Police Academy, Class 7. Training in community policing policies and tactics. During this time, 911 happened, which heighted the importance of security.
	09/01 – 12/01

	Web Exchange Community of Practice
	06/00 – 06/01

	IT Services Communications Focus Group. Facilitator of Communications Quality Improvement Sub-Committee
	09/99 – 05/00

	United Way Campaign On-Air Auction
	10/99 –11/99

	Conceived, developed, coordinated, conducted pilot for community/corporation program for corporate technology organization and local public school technology organization
	09/99 – 11/99











