Sirine Chaabouni	346-775-8550 Schaabouni@outlook.com	Schedule a call
Trained professional with 15+ years of professional experience in ERP & CRM Implementation and Project Management – Tech. Operations and Operational Planning, Statistics & Data Analysis, Vendor Compliance & Relations, Customer Relations/Success Management, Client Relations, Emergency Management, FEMA Public Assistance, Disaster Response and Preparedness.  Director of Refugee Settlement & Repatriation Administration & Leadership, Logistics and Resource Allocation, Project & Operations Budgeting and Oversite, Compliance & Governance, Retention, Operations Investigations, Solutions Management, Process Innovation & Improvement, Global Security Operations Center Management and Security Operations Mass Care Migrant Services. Also specializing in IT Project Management. 
· Available for Immediate Deployment, for National and International Work Assignments – Remote or 100% Travel
· Authorized to work in the US, Sub-Saharan Africa, North Africa, Turkey, Eastern Europe, Japan
· Fluent in English, Arabic and conversational in Spanish, French
· Professional References Available Upon Request 
Experience
Emergency management Consultant | IEM iNc. | 09/2021- 08/2023 
Multiple Deployments 
 
· DHS – Office of Migrant Services Washington, DC Project Manager – Washington DC USA 12/2022- 08/2023
· 125 Families under my care, converted a hotel into a non-congregate setting temporary lodging. 
· Massive Care meals, education service, medical care, social services, child welfare.
· Reporting and gathering all data and metrics from onsite activity and demographics
· Expert working knowledge of  national child welfare system and abiding by all local and federal agency requirements outlined in Master Agreements or any new requirements presented by clients at anytime.
· Cohesively working with all NGO’s, local and federal government agencies. Onsite security operations.
· Utilizing MS Office/Project, JIRA and other visual collaboration tools
· Managing risk, actions items, issues, and decision log.
· Familiarity with SOX controls, demonstrating a grasp of regulatory compliance in security practices.
· Review & Approval Process / Incomplete Documentation / Data Integrity / Change Management / Unusual Journal Entries/ Segregation of Duties (SoD) Violations / Unauthorized changes to Financial GOV Systems / Access to Sensitive Data

· IEMA Mass Vaccination – Branch Director – Vendor Management & Supplement Staffing for the State of Illinois - Springfield, Illinois USA  09/2021-03/2022
Collect, analyze, organize, and summarize financial data for vendor & subcontractor invoicing.
· Assess and estimate time-to-completion on task from conception to delivery.
·  Hands-on system configuration and delegation and assignment of work to others, working independently and alongside a team, collaborating with team members of different skill levels.
· Create and own gap/fit, solution document, design documents, training documents, etc. as needed.
Assist in the development of federal grant applications (e.g., FEMA project worksheets [PWS]) to support disaster recovery projects leveraging data from cost estimators, budgets, audits, and other products.
Utilizing and Veeva CRM for operational purposes
Creating and maintaining relational databases using an existing open-source product.
Analyze data and understanding trends and relationships.
EOC-Emergency Operations Center, central command, and control facility responsible for carrying out.
 emergency management and ensuring the continuity of operation.
Smartsheet, extensive excel utilization, Various Agency specific portals. Geographic Recon Maps – GIS Geographic Information System Mapping. Lead large group discussions to answer questions and remedy complaints.
Building a strong team through open communication and by collaborating on decision-making responsibilities
Support policy analysis for existing and emerging policy and guidance from FEMA and other federal agencies specific to grant eligibility. Analyzed operational needs by conductive workability and needs assessments and designed vacancies and talent recruitment campaigns. Designed performance metrics and skills inventory for operational implementation. 


Command Center Director- U.S DEPT HEALTH & HUMAN SERVICES - CHEROKEE FEDERAL BUSINESS | 06/2021 – 09/2021
The administration for children and families, office of refugee resettlement (ORR) is responsible for the care and placement of unaccompanied children (UC) transferred from the department of homeland security. Emergency intake site at the fair plex Pomona in Pomona ca. Over see 2000 employees and 1500-2500 unaccompanied minor refugee from the ages 0-17 years old. 
· Managed daily operations across security, IT, logistics and facility management functions to deliver safe and secure childcare and accountability in accordance with contract statement of work. 
· Coordinated reunification operations & secure transportation to local and or out of state facilities. 
· Established partnerships with Local Law Enforcement, Federal Law Enforcement and Airline partners to effectuate secure high-risk transports
· Managed the background and personnel security aspect of drivers in the transportation cadre
· Managed livery budget for transportation resources
· Make time critical decisions for the safe running of site activities in collaboration with equivalent Directors (such as medical, childcare and social services functions)
· Ensured appropriate documentation for designated visa status 
· Security Record Custodian for A-files pursuant to transport and placement and status 
· Liaised with USCIS and CBP regarding entry and residence status  
· Adhered to strict mandates for employment and oversaw the competent attestation of employees of foreign nationality ensuring their right to work in the United States.
· Supervise command center positions; initiate removal actions; support hiring actions
· Developed workflows and integration points across all EOC & SOC teams
· Coordinated with third-party vendors and partners to ensure effective operational delivery of services and technologies
· Supervised the development of detection use cases based on available log sources 
· Coordinated with intelligence analysts to correlate threat assessment data.
· Financial & Leadership Element
· Lead Customer/Client-facing requirement gathering sessions and establish strong internal and external relationships.
· Interpret requirements and develop solutions that cover financial requirements 
· Develop a future roadmap for the financial systems and processes
· Escalate/ask/recruit assistance when stuck and raise issues as soon as noticed.
· Assess and estimate time-to-completion on task from conception to delivery
· Demonstrated ability to effectively collaborate and work with supporting functions, peer Directors and other delivery organizations
· Coordinate and enhance employee efforts; motivate and develop staff; facilitate communications between management and employees
· Provide detailed updates to leadership by participating in meetings and coordinating, consolidating, developing and delivering/presenting associated meeting materials (e.g. slides, reports, assessments)
· Create SOPs and Policy


IT PROject manager | dOMAIN 6 inc. | 06/2019 – 06/2022 (REMOTE)
Microsoft Dynamics 365 Gold Partner specializing in Real Estate, Life Insurance, Manufacturing, Retail, and Telecom sectors. Committed to delivering tailored Microsoft Dynamics CRM solutions that enhance client operations and drive business growth.
Key Responsibilities & Duties:
· Led Salesforce implementation and training initiatives for clients, ensuring seamless adoption of the platform. This extended to Dynamics CRM, where I played a pivotal role in configuring, customizing, and optimizing Dynamics 365 CRM solutions to meet unique client needs.
· Managed security role assignments and maintained compliance with security and audit policies during project test cycles and go-live phases, specifically within the Dynamics CRM environment.
· Collaborated with cross-functional teams and stakeholders to deliver assigned project deliverables in a timely and high-quality manner. This involved extensive work with Dynamics CRM developers, administrators, and end-users to ensure CRM solutions aligned with project goals and client requirements.
· Detected exceptions, proposed solutions, and contributed to process improvement initiatives, particularly in the context of Dynamics CRM where I identified areas for enhancing user experience and system efficiency.
· Developed subject matter expertise in security roles, user access, and regulatory compliance within IT systems, which included in-depth knowledge of Dynamics CRM data governance, access controls, and data protection.
· Utilized strong Smartsheet experience to streamline project management processes, enhance collaboration, and improve project tracking, ensuring that Dynamics CRM project timelines and deliverables were on schedule.
· Served as the Smartsheet admin, overseeing the configuration, maintenance, and user support for the Smartsheet platform, which was instrumental in managing project tasks, timelines, and dependencies for Dynamics CRM projects.
· Implemented telecom configurations, ensuring seamless integration with existing systems and meeting specific industry requirements, including integration with Dynamics CRM for improved customer interaction.
· Managed telecom projects, including network upgrades and system optimizations, to improve communication efficiency. These projects often involved integration with Dynamics CRM for enhanced customer service and sales functions.
· Played a key role in business development, identifying and cultivating new client relationships within the retail sector, with a focus on promoting Dynamics CRM as a key solution for customer relationship management.
· Led vendor onboarding processes, ensuring that new vendors were integrated smoothly into project workflows, which included effective onboarding within the Dynamics CRM environment.
· Leveraged extensive experience with SAP S4 HANA to implement and optimize SAP solutions for clients, ensuring seamless
· Integration with Dynamics CRM for comprehensive business management.
· Ensured compliance with COP security and audit policies, maintaining the integrity of security practices during project test cycles and go-live phases.
· Proven project management experience, including managing projects related to security role assignments and system implementations.
· In-depth understanding of security roles and user access within IT systems.
· Application Owner / CISO/ Auditor/ Compliance officer/ Data Owner/ System Admin/ Security Admin
· Implementing and/or auditing modern ERP packages, such as SAP, Oracle, and Workday.
· Familiarity with SOX controls, demonstrating a grasp of regulatory compliance in security practices.
· Review & Approval Process / Incomplete Documentation / Data Integrity / Change Management /Unusual Journal Entries/ Segregation of Duties (SoD) Violations / Unauthorized changes to Financial Systems / Access to Sensitive Data.

IT project Manager COmpliance– vENDOR Management office | CHS | 01/ 2017– 06/2019 (REmote)
An interdepartmental project team to complete programs and projects on time, to specifications, and with accuracy and efficiency. Primary responsible for ensuring the organizational goals are met on assigned projects or tasks. Partner, collaborate and communicate with sponsors, stakeholders, and project team to ensure optimal project delivery.
· Facilitate coordination of contract redlines for procurement engagements between internal and external stakeholders along with IT and Medical equipment vendors and facilities. Perform negotiations of contract provision involving commercial terms with suppliers for initial agreements and ongoing SOW’s and amendments.
· Perform all aspects of procurement process check on Service tickets/contracts. Apply procurement, outsourcing and vendor management contract formation concepts and processes and articulate key contract formation terminology.
· Articulate the main types of contracts and service agreements used in procurement, outsourcing and vendor management and their implications; develop and manage contract templates and determine their appropriate use.
· Responsible for coordinator of vendor management and governance for TPA’s; work with vendor and internal stakeholder to manage service metrics and monitor to ensure effectiveness which includes leading periodic governance meetings with service providers.
· Compliance
· In-depth understanding of security roles and user access within IT systems.
· Application Owner / CISO/ Auditor/ Compliance officer/ Data Owner/ System Admin/ Security Admin
· Implementing and/or auditing modern ERP packages, such as SAP, ARIBA, and Service Now.
· Familiarity with SOX controls, demonstrating a grasp of regulatory compliance in security practices.
· Review & Approval Process / Incomplete Documentation / Data Integrity / Change Management /Unusual Journal Entries/ Segregation of Duties (SoD) Violations / Unauthorized changes to Financial Systems / Access to Sensitive Data
· Manage periodic meetings with TA business owners and Leaders to ensure visibility to operational metrics such as SLAs and corrective actions; ensure issues are addressed appropriately.
· Monitor and review supplier performance on key projects and report and/or escalate as needed.
· HIPPA compliance and Life and Health insurance contracts. Comprehend both simple and complex contracts.
Record and store contract details and supporting information, leveraging Service Now, Lawson SharePoint, MS Word and Ariba.
· Interpret vendors contracts, participate in contract change negotiations, and monitor fulfillment of contractual obligations. Implement and on-board suppliers.
· Collect and document business requirements, define scope statement establish WBS deliverables, milestones, activities, and project schedule.
· Specify the staffing of the project, resources required, anticipated costs, risk assessment, and quality standards to be used. Along with ensuring tasks and deliverables are appropriately assigned.
· Plans, track and manage activities and milestones throughout the program and/or project lifecycle and coordinate current state gap analysis as needed to ensure optimal post project adoption.
· Conducts cost analysis, estimating expected costs for the project. Prepare and implement a budget based on estimates.
risk assessments: reports identified risks to stakeholders; provide recommendations for risk responses and calculates contingency reserves for risk response. Provide day-to-day direction for core team, meeting with members as needed to ensure timely project milestone delivery and effective cross-functional team. Coordinates with QA team to ensure appropriate action has taken place.
· Ensure compliance with federal, state, local, industry, contractual, and company regulations, standards, specifications, and best practices. Effectively applies program/project best practice methodology and enforces standards.
· Maintaining up-to-date program/project related documentation of all member requests, concerns or activities including all agendas, meeting minutes, notes or action items from member meetings, calls and other communications.
Perform other related duties as assigned.

Project manager | KIVA 10/2013-01/2017
· FI and RFP Management: Oversaw the process of handling RFIs and RFPs from clients and vendors. This included:
· Receiving and reviewing RFIs from potential vendors to gather information about their products, services, and capabilities.
· Collaborating with cross-functional teams to determine project requirements and objectives.
· Crafting comprehensive RFP documents outlining project specifications, timelines, and evaluation criteria.
· Distributing RFPs to qualified vendors and managing the RFP response process.
· Conducting vendor evaluations, comparing proposals, and presenting recommendations to project stakeholders.
· Materials Allocation: Managed the allocation of materials for high-end kitchens, bathrooms, and cabinets purchases in accordance with project specifications and budgets.
· Pricing and Profit Analysis: Conducted in-depth research on product availability and cost, resulting in the creation of accurate builder quotes and special pricing structures based on sales volume. Analyzed sales margins and produced gross profit reports.
· Sales Management: Individually managed a portfolio of projects with a total annual sales value of $15 million. This involved:
· Processing various payment methods, including checks, credit cards, and wire transfers.
· Reconciling past due accounts and ensuring timely payments.
· Coordinating material scheduling and service installations to meet project timelines.
· Documentation and Reporting: Created detailed sales and bid portfolios with comprehensive specification documents, pricing details, and estimated delivery times. These portfolios were crucial for meeting strict project deadlines and real estate closings.
· Client Communication: Facilitated communication with clients through fax, email, and conference calls, often dealing with demanding schedules and timelines. Conducted product training sessions as needed.
· Warranty Management: Proactively addressed and resolved warranty issues, ensuring client satisfaction and project success. Followed up on all projects to confirm that warranty matters were resolved to the client's satisfaction.

MEDICAL INTAKE & COUNSEL | UNITED HEALTHCARE | 12/2010 -09/2013
Mental Health & Substance Abuse Sector for United Healthcare. 
· My duties included but not limited to explanation of insurance benefits, Insurance claims, hospital and private doctor or Facility referrals
· Appeals information for both patients and hospitals. 
· Virtual & Telephone counseling to de-escalate very delicate situations with individuals that have either considered hurting themselves or those around them or that have relapsed and in need of immediate attention. 
· Research, emails, handling private information HIPPA Compliance, Cost Calculations.


	
EDUCATION – BACHELORs -Applied Behavior Analysis | 2011 | HOuston community COLLEGE 
	            Masters – Homeland security | JAN. 2024 | University of Houston 
 CERTIFICATIONS
· PMP Certification – UCDavis 
· Certified Scaled Agile Framework® (SAFe®)
· Scrum Master – Certified 
· Six Sigma – Certified 
· Financial Management for Humanitarian and Development Professionals (FMD Pro)
· Procurement and Logistics Certificate
· Humanitarian Context, Systems, and Standards Course Certification 
· Core Humanitarian Certification
· ICS 100 - Introduction to the Incident Command System
· ICS 101 - Preparing for Federal Disaster Operations: FEMA
· ICS 102 - Preparing for Federal Disaster Operations: FEMA Response Partners
· IS 103 - Geospatial Information Systems Specialist
· IS 235 - Emergency Planning
· IS 289 – Voluntary Agency Liaison (VAL) Personnel Safety and Security Certificate
· IS-1005: Public Assistance Alternative Procedures
· IS-1014: Integrating 406 Mitigation Considerations into Your Public Assistance Grant
· IS-1005 Public Assistance Alternative Procedures 
· Azure Dev ops certification

Acquired Skills & Expertise

IT / Computer
2
Salesforce Implementation and Training
D365
Veeva
Service Now
Lawson
ARIBA
JIRA
FEMA PW
Azure/ DevOps
ACCESS /Linux / Eclipse/ Mac OS 
Account Reconciliation
Project management
Web Services
UAT – Testing and Training
Microsoft Smartsheet
Case worthy
Microsoft Suites
Customer service
Microsoft SQL Server
Contracts (10+ years)
Digital marketing
Microsoft Projects
Workday
Software troubleshooting
Informatics & Digi-Management 
Technical writing RFI/RFP
Vendor Management
Security Compliance
Regulatory Compliance
Business Analysis
Agile and Waterfall Methodologies
Risk Management
Client Relationship Management
Strategic Consulting
Team Collaboration
Data Analysis
Budgeting and Cost Analysis

Medical 
CX Data analyst  
Process improvement 
Benefits administration 
Human resources 
Case management
Insurance
Medical terminology
Quality assurance & Inventory control
Medical Document Drafting
Managed care
Medical SAP
Public health
Multi-line phone systems
Medical office experience
eClinicalWorks
Administrative experience
Experience working with students.
Laboratory experience. 
Identity & access management 
Recruiting 
Healthcare management 

Emergency Disaster Humanitarian & PA
Emergency Planning
TLF - Shelter Planning
Corrections Disaster response
Covid-19 contact tracing
Compliance management
Documentation for Federal Support and Grant Programs
Project management 
PA- Public Assistance  
Vendor Management 
Employee orientation & Training 
Crisis & Risk management
Cost Benefit Analysis  
Program development
Database Analysis skills 
Contract management 
Human management 
Conflict management 
Distributed control systems 
Clinical research 
Business development 
Program Records management 
FDA regulations 
Transcription Doc. management
Emergency disaster management

 
