C. Brandon Massello
Bmassello74@gmail.com                      295 Elmira Pl NE Apt D, Atlanta, GA 30307                       404-353-0203 
Education:
Bachelor of Business Administration, Georgia State University, August 2004
Major: Risk Management and Insurance
(Employed full-time while obtaining degree, Dean's List, Phi Eta Sigma Freshman Honor Society)
Work Experience: 
January 2009 – Present                            Z-Tech, an ICF International Company, Atlanta, GA 
Data Analyst/Research Technician
1. Enter quantitative and qualitative data into a data collection tool, summarizes data for analysis, queries data, and develops data summaries and reports. 
1. Part of team that conducts qualitative data analysis of program monitoring and evaluation reports submitted by CDC grantees, including activities currently carried out at present and proposed activities. Some of the data is quantitative, reflecting the number of activities and clients served, the types of programs and interventions, and process and outcome measures. Some of the data is qualitative, including extensive descriptions of challenges and successes. 
1. Review the data submitted, will determine the appropriate data to enter and will summarize longer descriptions into limited text fields. 
1. Ensure the data is entered in the appropriate spaces, free of errors, and reflecting the most critical elements. 
1. Develop text queries that will search for the frequency of certain entries and will develop tables and narrative reports containing the most salient data elements. 
September 2006 – November 2008              Crum & Forster Insurance Company, Atlanta, GA 
Underwriting Assistant – Commercial Umbrella/Excess
1. Provided assistance and support to the underwriter in obtaining and reviewing underwriting information.
1. Responsible for clearing submissions, preparation of rating (GL and Commercial Auto exposures), issuing of quotes and binders, coding, issuance and mailing of policy and requested endorsements, premium invoices, policy maintenance, and other activities as requested. 
1. Identifying rating discrepancies and resolving related issues.
1. Ability to effectively communicate with Agents and Brokers. 
1. Servicing of accounts in a timely manner as well as meeting service compliance requirements. 
August 2004 – September 2006                                          AIG Agency Auto, Alpharetta, GA 
Associate Licensing Analyst (October 2005 – September 2006)
1. Maintained licensing and appointments for AIG Agency Auto, its agents, and outside agents and agencies in accordance with state legal and regulatory requirements and AIG policy and practice. 
1. Acted as liaison between state insurance departments and the agency.
Administrative Clerk (August 2004 – October 2005)
1. Responsible for prepping (removing staples, making sure documents are in correct order and on right size paper, etc.), scanning and indexing if all new business applications and processed endorsements into an imaging system. 
1. Daily stuffing and mailing of various documents and assisting other areas of department and being a backup for mailroom functions.
March 2004 – January 2005                                                Internal Revenue Service, Atlanta, GA 
Data Transcriber
1. Transcribes and/or key verifies a wide variety of taxpayer prepared tax returns, related schedules, and/or documents. Identifies missing, incorrect, and unrecognizable data and takes appropriate course of action to resolve errors, or refers to others for correction. 
1. Detailed knowledge of variety of correction modes, procedures, and status messages to perform data capture. Knowledge of the characteristics of a wide range of documents/forms to associate with program controls and transcribing procedures. Knowledge of the operating features to use in transcribing data.
 
Computer Programs/Systems:
Microsoft Office 97, 2000, XP, 2007
MS Outlook 2000, 2002
Windows 95, 98, 2000, ME, NT, XP, Vista 
Lotus Notes
 
Community Service:
Heart Walk volunteer
Run the Reagan volunteer
AIDS Walk volunteer
Project Open Hand
 

