Anna Zollinhofer

1214 Cattail Commons Way Denton, MD 21629

Cell: 301.366.3059 E-mail: a-marie@comcast.net

JOB OBJECTIVE

Seeking a full-time business development proposal position in a professional and client-focused environment.

CLEARANCE: TOP SECRET; ACTIVE

EXPERIENCE

2007-Present

Data Solutions & Technology Incorporated (DST)

Lanham, MD
Business Analyst II

Support the Business Develop Director and the Proposal Writer/Managers throughout the entire proposal process. Entails performing competitive analyses, gathering market information, past performance, resumes, and other research in support of the business development team mission. Activities include: execute special marketing intelligence reports, provide production support as needed, interface with web designer and graphics designer, maintain contact list and distribute updated proposal schedules, and prepare war rooms for proposal team meetings and proposal reviews.

Junior Proposal Manager/Writer

Produce proposals to RFP/RFI/RFQ requirements. Write RFI responses, white papers, proposals, and oral presentations in support of business development goals/mission. Manage and direct development of proposal documents.  Prepare/develop proposal schedule, outline, and compliance matrix. Coordinate graphics support.  Perform document design (establish proposal standards, templates, formats, and style sheets) and desktop publishing in accordance with solicitation instructions. Collaborate and communicate with teaming partners.  Plan and schedule proposal review meetings.  Work with capture manager and/or BD team to develop strategy, themes, and discriminators. Review author material. Manage final preparation of the proposal for delivery. Collaborate with BD members on proposal business intelligence information; win themes/storyboards/strategy. Gather market information, past performance, resumes, and other research in supporting business development.  Perform book check for compliance and quality assurance check on proposal documents. Provide competitive analyses of current opportunities. Coordinate with graphic artists and editors on business development materials for accuracy and appearance. 
2006-2007

MAXIMUS, Inc.

McLean, VA

Proposal Specialist

Supported the Proposal Manager, and/or acted as Deputy Proposal Manager, in managing all aspects of the proposal development process in conjunction with the Capture Manager.  Wrote proposal drafts and coordinated SME writing assignments. Ensured proposal was compliant, responsive, and competitive. Analyzed the RFP and prepared the Proposal Management Plan, schedule and Response Matrix.  Allocated proposal center resources towards the proposal effort.  Scheduled and managed the timing of proposal milestones. Coordinated the resume and qualifications of the proposal.  Coordinated with desktop publishers, graphic artists, editors, and copy services.  Facilitated, conducted, and participated in all meetings and reviews from pre-RFP to close.  Distributed proposal template. Managed collaboration and communication tools. Coordinated and assisted in writing resumes/past performance qualifications/forms.  Edited proposal.  Performed final book check.  Produced CD copies of the proposal. Developed and maintained re-use materials.  Ensured packing and shipping of proposal for delivery.  
2002-2006

RGII Technologies, Inc.

Annapolis, MD

Proposal Coordinator
Supported two Proposal Managers, and provided direct support writing proposal inputs. Provided business capture planning assistance to Account and Capture Managers. Wrote RFI responses, white papers, proposals, and oral presentations. Supported a proposal load varying from three to twelve proposals simultaneously.  Produced analyses of solicitations under bid. Assisted the proposal manager by preparing the proposal management plan including RFP requirements, proposal schedule, compliance matrices, and writing templates as well as introducing tools to assist with writing assignments (win themes, strategies, and writing plans). Arranged storyboards for proposal writing. Ensured all assignments were met according to schedule and established a contact list of all participating members of the proposal efforts.  Informed all proposal members of all meetings via interpersonal communications.  Distributed all materials (copies of RFP’s, schedule, outline, contact list, etc) needed for a proposal as soon as the RFP was released. Responsible for formatting, editing, and adding input to resumes and past performances, and also coordinated review meetings, ensuring proper facilities and supplies were available. Attended and/or participated in review meetings.  Performed and assisted the proposal managers and the desktop publisher with editing, formatting, and graphics. Maintained document control and file share drives. Reviewed the internal CRM Tool - Business Development Information Management System (BDIMS) for Capture Plans on upcoming proposal opportunities.  Assisted the desktop publisher in preparation for proposal submission, also providing an advanced level of coordination, word processing, desktop publishing and light graphics skills for proposals, RFP responses, presentations, white papers, and other products developed and supported by the proposal team, competently using software applications such as Microsoft Word, Excel, PowerPoint, Project, Publisher, and Visio.  Light skills in Adobe Photoshop and Illustrator. Implemented quality assurance during proposal development.  Implemented a new web-based catalog system in collaboration with the IT Department for the proposal library. Monitored and maintained the proposal library and database. Responsible Division POC for; and maintained, all processes and procedure forms for ISO 9001:2000.
Market Research/Administrative Assistant
Scheduled, coordinated, and participated in Business Development meetings.  Researched government procurement bulletin boards (to include FedBizOpps, FedSources, Input, etc) daily, identifying qualified leads for Account Managers and Business Development for market research purposes.  Interfaced with COO to produce analyses and reports to track, determine, and support business development missions, growth, and trends.  Coordinated and provided training for all tools and applications (BD Handbook, BDIMS, Government Vehicles, FedSources, Procurements) used in the business development process.  Administered and assisted with development of the internal Business Development Information Management System (BDIMS), a knowledge base for new business development and proposal writing.  Assisted with production of sensitive proposal material.  Served as Administrative Assistant to the President and Vice President of Business Development.  Assisted Executive Management with special projects as needed.  Coordinated meetings, travel arrangements, expense reports, calendars and prepared presentations.  

1999-2002

Marriott Distribution Services 

Laurel, MD

Accounts Specialist

Prepared invoices for payment using proper account and unit distinctions.  Maintained and managed over 15 vendor accounts.  Verified pricing and quantities of goods and services received.  Resolved account discrepancies by investigating documentation.  Issued stop payments, re-payments, or adjustments.  Developed and maintained positive vendor relations through strong communication and problem solving skills.  Contacted national clients and vendors daily to answer inquiries and resolve any existing account issues or concerns.  Assisted manager with special projects as needed. 

1997-1999        

Frederick's of Hollywood

Glen Burnie, MD

Assistant Manager

Managed staff of two to four employees.  Sold lingerie and accessories in a high-volume retail environment.  Determined customer needs and suggested items to complete wardrobe and increase total sales.  Ensured complete customer satisfaction by providing personalized service resulting in repeat business. Met demanding sales goals every day and assured accomplishment through employee motivation and sales techniques.  Assisted store manager with daily operations, staffing, inventory control, training, and business plans.  Assisted finance manager with various duties including filing, maintaining order of payable and receivable bills, title accounts, and finance deals.

EDUCATION

Major in Business Management, Anne Arundel Community College (Graduate 2009)  

High School Diploma

TRAINING/SKILLS
Proposal Management; Certificate; Organizational Communications, Inc. 
Microsoft Office Suite; Certificate

Microsoft Project; Certificate

Microsoft PowerPoint; Certificate
Microsoft Visio

Microsoft Publisher
Adobe Photoshop Level I; Certificate

Mac OS X


1

