Camille Leon
310-737-0947

P.O. Box 66880, Los Angeles, CA, 90066
camilles.place@hotmail.com

Project Management professional with experience in Program Design and Management, 

Administration, Staff Supervision, Public/Community Relations, and Event Coordination.

PROFESSIONAL EXPERIENCE

PVJOBS, 2004-Present – PROGRAM MANAGER, Workforce Development Programs

· Clients – DMJM/JGM and the Los Angeles Community College District (LACCD)
· Managing two programs with four professional and one intern staff, including hiring and training.

· Preparing and presenting reports to client and LACCD management and Board of Directors.

· Designing and preparing marketing collateral for use in promoting Workforce Development programs.

· Promoting and marketing Workforce Development programs at community events.

· Online website and database design and development: coordinating technical teams, defining goals, needs assessment, and developing specifications.

· Enhancing relationships between District management and staff as well as campus personnel, students and faculty for nine colleges.

· Organizing, producing and implementing use of the New Staff Orientation Manual for a team of 80+.

· Project and meeting management with contractors, local trade unions, and community organizations.

· Responding to media requests for interviews.

The WorkPlace, 2002-2004 – PROGRAM DIRECTOR

The WorkPlace, 2001-2002 – OUTREACH COORDINATOR

· Client – State of California
· Managed two offices (Los Angeles and Norwalk) with six professional and one clerical staff, including hiring and training. Annual budget: $250,000.
· Developed and conducted local and statewide community advocacy and training seminars, oversaw website development and management (TheWorkPlaceCA.com), and coordinated special projects such as a multi-agency planning committee in preparation for a statewide conference, and book signings.

· Initiated and authored The Working Workbook, published by iUniverse (April 2003).

· Program development and evaluation, administrative reporting and file review; familiar with Workforce Investment Act (WIA), WOTC federal tax credits and California Department of Corrections (CDC) as well as labor laws and regulations.

· Worked with community members, government staff and community organizations to recruit and train clients.

· Advocated for state programs in a variety of public forums and community settings as well as with employers.

CL Productions, 1998-2001 – CONSULTANT/SPEAKER

· Clients - Southern California Edison, HemoCue, The Improv Comedy Club (“The Traffic Goddess”),Women In Film/Santa Cecilia Orchestra, Toastmasters International, L.A. Cellular, Epicenter Research and Golden West College. 

· Developed and produced special event and media projects: Worked with various venues and formats including: Special Events, Television, Commercials, Corporate Training Videos, and Websites. Production budgets with values up to $150,000. Generated annual revenue of $30,000.
· Wrote and delivered keynote speeches and created purposeful visual aids for presentations on Employment Services and Job Development, Goal Setting, Goal Accomplishment, Image, Computer Services and Traffic Safety. Audiences of 10-200; Presentations from five minutes to eight hours.

· Produced 2001 Public Service Announcement which premiered at Women In Film’s Crystal Awards.

· Awarded 2000 Western Access Video Excellence award from the Alliance for Community Media.
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PROFESSIONAL EXPERIENCE (continued)

San Clemente Ocean Festival, 1996-1998 – EXECUTIVE DIRECTOR

· First professional Executive Director for this all-volunteer organization.

· Tripled sponsorships from $9,000 to $27,000; increased total income by $46,000 ($87,000 to $133,000).
· Worked with a ‘hands-on’ 12 member Board of Directors and coordinated 300+ volunteers.

· Responsible for all aspects of producing this annual event, serving 50,000 participants and customers, including managing budget responsibilities, coordinating facilities, developing and preparing marketing collateral (publicity posters, sponsor packets, programs) and overseeing the distribution of proceeds to south Orange County charitable projects.

· Primary media and community contact.

Orange County Employment Action Network (OCEAN), 1993-1995 – PROGRAM DIRECTOR

· Founding Program Director for this project of the Orange County Homeless Issues Task Force.

· Developed, designed and delivered Employment Services, including training and job placement, to residents of 14 Orange County transitional shelters. Prepared reports and invoices for Job Training Partnership Act (JTPA). Managed relationships with clients, staff, Board members, funding sources and government officials. 
· Supervised two professional staff, including hiring and training. Annual budget: $70,000.
· Presented monthly updates of program successes to Board of Directors.

· Prepared quarterly program newsletter articles.

AWARDS/HONORS:2005 Scholarship for travel with Quaker Bolivia Link
2003 Certified Workforce Development Professional (NAWDP)

2003 1st Annual Scheherazade Storytelling Contest, First Place Journey Level

2001 Public Service Announcement premiered at Women In Film’s Crystal Awards



2000 Western Access Video Excellence award from the Alliance for Community Media

COMPUTER:
Microsoft Word/Excel/PowerPoint/Outlook/Project, Internet Explorer, Quicken, FrontPage

LANGUAGES:
German, French

EDUCATION:
B.A. International Relations, University of Redlands, Redlands, CA




Institut fur Europaische Studien, Vienna, Austria

University of California, Irvine, Non-Profit Executive Management Certificate

TRAVEL:
Bolivia, Peru, Costa Rica, China, Rwanda, Uganda, Kenya, Germany, Austria, France, Belgium, Yugoslavia, Italy, Greece, Czechoslovakia, and The Netherlands

REFERENCES AVAILABLE UPON REQUEST

