Curriculum Vitae : Lynn Duff





PERSONAL DETAILS





	Lynn Jeanette Duff





	Telephone:	07880 743278 (Mobile) 





	E-mail:		lynn@duff.powernet.co.uk








EDUCATION





	BSc (First Class Honours) 		Mathematics	(Aston University 1982 - 1985)





	3 ‘A’ Levels 			Mathematics, Physics, Chemistry


	2 ‘AO’ Levels


	9 ‘O’ Levels








OVERVIEW





Over the past 13 years I have progressed from my initial systems engineering background through project planning and support, to project manager. The combination of these roles has enabled me to acquire a detailed set of project management skills, together with the ability to analyse and evaluate technical and business issues. My experience in the IT, commercial and defence environments has also provided me with the knowledge and awareness of many different working practices.





My project management skills included bid submissions, with responsibilities for defining programme timescales and costs, the setting up of systems to monitor and manage development and implementation projects, and the liaison/co-ordination of internal departments and external clients. I have much practical experience in the detailed planning, resourcing and management of projects throughout their lifecycle, always working in accordance with defined project procedures and structured methodologies.





In my technical posts as a systems engineer, I have been responsible for understanding the detailed operation of complex electrical/electronic systems and applying this to the finding and solving of problems, writing of technical proposals, specifications and procedures.





I am organised and methodical in my work, and am prepared to take the initiative in order to achieve deadlines.  I am comfortable working either independently or as part of a team, communicating with all levels of technical/management staff, and external customers up to international level. I am also quick to learn and adjust to new situations and challenges. 





Industry Experience





Retail Banking				2.5 years


Commercial Sales				2 years


Communication Satellite Systems		2 years


Defence Electronics			7 years





Software Experience





General					Word, Excel, Access, Powerpoint, Lotus Smartsuite, Lotus Notes


Project Management/Planning		MS Project, Open Plan


Configuration Management		PVCS








�
EMPLOYMENT HISTORY





ROLE				Euro Consultant/Analyst (Contract)





February 1999 – May 1999	Unisys / Abbey National 





Unisys and Abbey National have jointly undertaken a Euro IT Impact Assessment, the key objectives being to provide an estimate of the IT cost and resource implications of EMU entry, and a recommended approach to changing the IT systems to cater for euro, both in transition and in final changeover. 





RESPONSIBILITIES:





As a member of the Retail Banking assessment team with specific responsibility for a business area and its IT systems, my role has included:


-  The analysis and investigation of IT systems; creating system maps and diagrams detailing data flows/interfaces/databases


-  Gathering of technical and business information for these systems by liaison with both business users and IT staff 


-  Organisation of, preparation for, and faciliation of a series of workshops to discuss business requirements, processes and IT constraints


-  Development of euro solutions for the key systems for the business area


-  Documenting the Euro Impact, including business and IT assumptions.


-  Providing technical, business/euro, and project management support to the Assessment Project Manager.





ROLE				Project Manager (Contract)





July 1997 - January 1999		Unisys / Abbey National





Unisys were contracted by Abbey National to undertake a large proportion of their Year 2000 compliance programme for the Retail Banking systems. This took the form of a Software Factory encompassing the analysis, renovation and testing of applications written mainly in COBOL, but including Assembler, ECL, Mapper, C and Oracle SQL. The factory processes were derived from the PRINCE 2 methodology.





RESPONSIBILITIES:





The Applications department were the prime point of contact with the client, working to process the software through the factory within the agreed cost and timescales, in accordance with the defined project and QA procedures.


As a project manager, my responsibilites included:


-  Scoping and identification of software applications


-  Baselining of the source code to ensure completeness of the delivery


-  Management of Work Packages through the analysis, renovation and testing phases within the Software Factory


-  Production of all deliverable project documentation, including proposal and plans; obtaining agreement and sign-off.


-  Release of amended software


-  Providing weekly status reports and attendance at progress meetings


-  Raising and resolution of risks and issues


-  Production and monitoring of project plans, resourcing and tracking/control of actual costs and effort expended








ROLE				Project Office Support and Planning (Contract)





December 1996 - June 1997	EDS Cheque Clearing Services





EDS were responsible for the development and installation of a cheque processing centre for use by UK Clearing Bank(s). The project was in the final stages of testing prior to becoming operational.





RESPONSIBILITIES:





I was employed within the Project Office, which had responsibility for the tracking and control of those activities required to support and continuously improve the performance of the Centre.


My specific responsibilities were in the following areas:


-	The development of a high-level project plan to achieve the overall programme


-	The development of the detailed plans for both technical and operational departments, in terms of timescales and resource requirements, to meet the project requirements


-	The management and update of these plans, providing regular reports to senior management.


-	Development of a change control procedure and associated cost structure for use in the operational environment


-	Management and control of the project database for the recording and progressing of issues, modifications and problems





ROLE					Tender Controller





October 1994 - November 1996		Minolta (UK) Ltd, Business Equipment Operations





The Business Equipment division of Minolta (UK) Ltd is responsible for the sale, maintenance and support of photocopiers, laser printers, fax machines and document imaging/management systems.





RESPONSIBILITIES:





I  worked within the National Accounts division with responsibility for the management of  the complete tendering process for both commercial and government organisations. This position involved project planning, technical specification, costings, review of terms and conditions, presentation and submission of the proposal. In the course of my work I had to liaise with the Account Managers, technical staff, customer organisations and a large finance house for leasing arrangements. 





A secondary role as aide to the Sales Office Manager meant being fully conversant with the procedures and systems applicable to the sales and service operation of a busy, customer orientated commercial organisation, in order to act as deputy and assist in development of automated business processes. I was also responsible for supervising junior office staff and ensuring standards of work.








ROLE					Junior Project Manager





September 1990 - October 1994		Ferranti Naval Systems, Submarine Control Group


					(from May 1994, a division of GEC Marconi Ltd)





Submarine Control Group is a major supplier of autopilots and control systems to Navies worldwide. The Project Management department is involved in all phases of the projects, from bid response through software/hardware development and prototyping, to production, testing and delivery.





RESPONSIBILITIES:





I was involved with 3 major programmes in one or more of the following areas; bid preparation, project definition, development (hardware and software) and prototyping. These were all managed in accordance with AQAP 13 /  ISO 9001 procedures.





My specific tasks included:


-  Setting up, managing and maintaining detailed programme/project plans and networks


-  Allocation and control of work packages


-  Monitoring of the time recording system and preparation of monthly cost reports for senior management


-  Control of purchasing for the prototype system; obtaining quotes from and dealing with 3rd party suppliers


-  Design and development of custom spreadsheets and databases to automate processes


-  General project management tasks; eg. progress reporting, organisation of and attendance at design reviews and progress meetings, stage payments, despatch of all documentation to the customer. 


-  Co-ordination and liaison both within the group, with our customer and end user.


-  For proposals; drawing up the work programme, compiling all associated costs, definition of the scope of supply and the co-ordination of the Technical and Commercial responses.








ROLE					Systems Engineer





October 1988 - August 1990		Vega Space Systems Engineering


	


Vega Space Systems is a company that specialises in providing consultancy services to commercial satellite organisations (Inmarsat, Eutelsat), the European Space Agency and M.o.D. in spacecraft operations and systems engineering.





RESPONSIBILITIES:





I was involved with the production of the Flight Operations Plan for the next generation EUTELSAT II communications satellite, the first of which was launched in August 1990. 





I wrote the detailed Flight Control and Contingency operating procedures for all the spacecraft systems and ground station, working initially from engineering documentation provided by the satellite manufacturer and refined by discussions with the designers and operators of the systems . This required a detailed understanding of the design and operation of the satellite system and ground control centre. I also performed much of the testing and validation of these procedures, prior to the launch, using both the satellite simulator and a link to the satellite itself. 





Whilst at Vega I was the project librarian responsible for the control of all incoming and outgoing documentation on the project.








ROLE					Systems Engineer





September 1985 - September 1988		GEC Marconi Avionics





GEC Marconi Avionics are the suppliers of the Foxhunter radar fitted to the Tornado ADV for the RAF. I worked on this project in the Systems Department, with involvement in two areas of work; trials analysis and design enhancements. All activities were carried out in accordance with AQAP 13 procedures.





RESPONSIBILITIES:





I was a member of a small team responsible for the integration of an advanced missile system.





After gaining an understanding of the operation of both the radar, the missile systems and their interfaces, I was responsible for defining the modifications necessary to the radar, and writing the system, software and hardware specifications for the new configuration. 





My project management support activities included the preparation of the bid for the full scale development activity for submission to MoD Project Office (definition of scope, programme timescales, outline project plans and costings), progress report writing and liaison activities. I also represented the company at a technical level at external progress meetings and at an International Working Group for all the user platforms of the missile.





I initially spent time involved in the detailed planning and writing of radar development trials, the subsequent computer analysis of data, and report generation of the results.











INTERESTS





Skiing - organiser of group holidays since 1992


Keep Fit


Sailing


Motorsport


Photography








OTHER INFORMATION





Clean, full driving licence








REFERENCES





On application


