Heather Ottavi
78 Chesterfield Crosswicks Road

Chesterfield, New Jersey 08515
HLOttavi11@gmail.com
Mobile 609-468-9925
EXPERIENCE:
State of New Jersey, Quakerbridge Plaza - Hamilton, NJ

Division of Aging Services, Department of Human Services 
Administrative Analyst 4 – November 2019 – Present

· Training Coordinator for Division of Aging Services. Responsible for ensuring all personnel are up to date on mandatory training. Liaison to Civil Service Commission to ensure workflow is up to date. 

· Responsible for researching and analyzing data to prepare reports for the Division Director and/or Commissioner. 

· Analyze Division operations, identifies problem areas and develops plans to improve the administrative processes, including contract compliance and renewals, allocation of staff, and distribution of funding to improve resource utilization. 

· Monitor and evaluate budget for spending on program activities, equipment, supplies, and administration to make recommendations for integration and elimination of duplications. Develop plans for continued monitoring to ensure that contracts are being followed and that all agreed services are being provided on the agreed upon schedule. Assess the impact of any proposed legislation or budget changes (State or Federal) on the Division or its programs and draft responses or suggest policy changes to address these changes.  

· Supervise the design and implementation of organizational and procedural changes to integrate administrative policy and function throughout the Division. Oversee the selection of an IT system to track all DoAS clients, regardless of program or point of entry, in order to provide improved statistics regarding the impact of Division programs. Develop the necessary reporting requirements for this IT system to provide needed statistical analysis to the Division Director for planning purposes. Work with other divisions within the department to ensure consistency of reporting data and the capability to share data to meet eligibility integration standards.

· At the direction of the Division Director, develop a Division hiring plan through planning sessions with senior staff, assessing program needs, and check cuts and available administrative budget. Act as the Division point of contact with the HR office to ensure the plan progresses and ensure Division staff are completing all needed actions and paperwork within the necessary time line. Explore options available to the Division to address immediate needs and re- prioritize the hiring plan as needed. Ensure that adequate equipment is available or acquired to address the needs of the hiring plan.  

· Supervise space utilization and make recommendations for more effective use of space and track any spending for conversion of spaces for other purposes. Create standards and policies regarding field staff and implement effective travel requirements between client sites and homes and supervise the monitoring of adherence to these policies.  

· Plans, organizes, and assigns work of the organizational unit and evaluates employee performance and conduct, enabling the effective recommendation of the hiring, firing, promoting, and disciplining of subordinates.  Provides assignment, instruction, and supervision to staff.

New Jersey State Police, Division Headquarters - West Trenton, NJ

Uniform Crime Reporting Unit, Criminal Justice Records Bureau

Administrative Analyst 2 – June 2016 – November 2019
· Responsible for managing and accessing the Electronic UCR application (e-UCR). The e-UCR application is the database that all New Jersey law enforcement agencies access and input the federal and state mandated UCR data which includes known offenses and arrests, as well as supplemental data as to Homicides, Law Enforcement Officers assaulted or killed and arsons.

· Creates and manages completed UCR files from the NJSP Record Management System (RMS) to merge into the e-UCR application.
· Reviewing and analyzing the e-UCR data submitted by all law enforcement agencies extensively for completeness, accuracy and submission requirements prior to electronically forwarding the data to the FBI on a monthly basis.  

· Extracting data on a monthly basis from our RMS system to load into the UCR database utilizing PL/SQL. Utilize Secure File Transfer Client to email flat files as required to the FBI on a monthly basis, as mandated by the Attorney General. 

· Preparing Crime Trend Reports to showcase the trends of crime throughout New Jersey. These reports include graphs and charts which the command staff uses for presentations. 

· Responsible for weekly posting of the state’s statistical crime trends and reports as per the Office of the Attorney General’s recommendations. These reports are provided to the command staff to answer public inquiries and to prepare the necessary briefings and address issues on public safety. Also prepares reports for municipal law enforcement agencies upon request.

· Prepares the generates delinquent agency reports as well as the analysis and production of statistical verification reports for UCR Unit enlisted staff to utilize to address with contributing agencies. 
· Utilizes the data from the e-UCR application to prepare the source material for the annual Crime in NJ publication.  This publication is one of the four mandated publications I am involved in producing for the Attorney General and the Governor’s Office. This requires analyzing and verifying the data before the editing process is initiated.  The other three publications are Bias, Carjacking and Domestic Violence. These publications/reports are used by law enforcement agencies, governmental agencies and advocacy groups for funding and/or grants and in addition these reports are used by academia for research and analysis to address crime trends within society.

· Participating in the expansion process of the UCR Program, as mandated by the Federal Bureau of Investigation (FBI). This included researching, surveying and evaluating new vendors, which the UCR Unit will work closely with to obtain a new operating system and repository. This will ensure the crime data meets the FBI’s federal deadline of January 2021 to report UCR data in NIBRS format. During this process I was responsible for preparing clear, informative reports on matters that contain my analyses, conclusions and recommendations regarding the vendors based on my evaluation of what UCR needs and requires in becoming compliant with the FBI’s mandates. 

Field Operations Section (FOS) / Traffic & Public Safety Office (T&PSO)
Administrative Assistant 3 – December 2012 – June 2016
Secretarial Assistant 3 – April 2008 – December 2012
Principal Clerk Typist – December 2007 – April 2008
· Responsible for the duties of the Administrative Assistant 2 in her absence. 
· Communicates effectively with the public, outside agencies and members within the State Police.

· Supervises the administrative activities of the civilian staff assigned within the T&PSO Units/FOS.
· Completes TALRS (computerized time tracker) for all civilian members within the Field Operations Section.
· Maintains the dynamic schedule of all supervisors assigned to the T&PSO and FOS.

· Coordinates/organizes scheduling and preparation for all meetings and presentations on behalf of the T&PSO.

· Establishes, maintains and supervises the maintenance of essential records and files for the T&PSO and FOS.
· Responsible for submission of complex and varied documents/projects within stringent deadlines.

· Prepares and analyzes reports/memorandums and supporting documentation on behalf of the T&PSO and FOS.
· Coordinates and disseminates memorandums, correspondence letters and statistical information for the units and troops within the Field Operations Section.

· Ensures compliance of all units with section level directives and policies.
· Tracks all correspondence with due dates; ensuring they are received and forwarded in a timely manner.

· Reviews all correspondence relating to inquires and prepares formal response.
· Maintained the voided summons system while ensuring compliance with the mandated retention schedule.
· Coordinates the preparation and facilitation of transfers, travel orders, personnel transactions, specialist selections, purchase requests, bureau supply orders and equipment orders.

· Participates in the completion and formation of the Traffic & Public Safety Office’s Strategic Plan.

· Responsible for auditing, analyzing and correcting the Fatal Accident Unit Tracking System database to verify accuracy of State Police Crash Reports. 
· Responsible for the compilation of traffic statistical data and traffic safety initiatives for submission of the National Law Enforcement Challenge.  
· Responsible for training new civilian staff members in administrative functions of their job scope.
· Managed all MOU’s, in conjunction with Fiscal, for units within the T&PSO that have service agreements with outside agencies. Acts as a liaison between the Facilities & Finance Bureau and office members that are placed into reimbursed positions.  Responsible for compiling and analyzing all grant activity logs on a biweekly basis and compiling quarterly reports for submission.
Communications Bureau
Principal Clerk Typist - January 2006 – December 2007
· Provided frequent overtime analysis. 

· Provided daily, weekly, monthly and quarterly statistical reports.
· Provided clear, sound, accurate, and informative statistical reports related to all 911 calls.
· Responsible for managing and replying to all resumes received for Public Safety Telecommunicators. 
· Recorded resume information into database and monitored the bureau email account.
· Scheduled, managed and administered the prospective employees testing, interviewing, and hiring.
· Managed and maintained Communications Bureau database for the civilian, enlisted and prospective employees.
· Ensured all interoffice communications and memorandums were saved into the document tracking system.
· Assisted the Commanding Officer when Secretarial Assistant 2 and Administrative Assistant 2 were out of the office.
Office of Forensic Sciences

Clerk 1/Evidence Handling – March 2005 – January 2006 
Senior Clerk Typist – July 2004 – March 2005

Clerk Typist – October 2003 – July 2004

· Supervised/instructed three employees; assisted in training any new clerical staff.

· Worked directly with Federal Bureau of Investigations (FBI) and Combined DNA Index System (CODIS) compliance units on national and state levels in collaboration of CODIS matches.

· Prepared monthly statistical reports of received and processed samples.
· Responsible for understanding office procedures and methods for CODIS and DNA.  
· Utilized, maintained and correctly recorded various types of complicated electronic and manual records used by the CODIS and DNA units, including confidential records; entered CODIS and DNA information in Excel and Laboratory Information Management System (LIMS) databases.

· Processed and sent biological evidence of convicted offenders to participating contract laboratories for analysis, while practicing security procedures and guidelines; compiled/maintained the chain of custody for samples going to and from contract laboratories.  Maintained CODIS databases accordingly.
· Reviewed confidential DNA and CODIS documents for accuracy; manage DNA reports to and from proper submitting agencies for DNA laboratory; organized/managed DNA case files; assigned cases to scientists; checked status on DNA pending cases for local county prosecutors and police departments.
· Assisted manager in preparation and tracking of National DNA Index System (NDIS) annual forms. Responsible for ensuring accuracy of completed forms by contract laboratories.

· Created a searchable data sheet for Chief Forensic Scientist and CODIS Manager.

· Performed clerical duties for CODIS and DNA units, such as preparing routine correspondence, taking notes for meetings, answering telephones, ordering supplies, filing, processing incoming and outgoing mail, operating and maintaining office machinery and equipment. 

NICS Unit

Clerk Typist - March 2003 – October 2003

· Performed background checks over the phone on persons purchasing guns in New Jersey.

· Performed general clerical duties, such as signing in and out visitors, answering telephones, receiving and sending faxes, filing and copying confidential material, and filing microfiche and fingerprint cards.
Staffmore, LLC - Philadelphia, PA
Therapeutic Staff Support (TSS) - January 2010 – December 2010

· Worked alongside Behavior Consultants and Mobile Therapists in conjunction with Mental Health Agencies. As a team, we worked together with children that have been diagnosed with different types of behavioral disorders and Autism.

EDUCATION:
Fairleigh Dickinson University 

Master’s Degree in Administrative Science (G.P.A. 3.90)
February 2009 – April 2011  
Bachelor’s Degree in Individualized Studies with a specialization in Public Administration (G.P.A. 3.80)

June 2007 – February 2009 

Mercer County Community College

Associate’s Degree in Education (G.P.A. 3.24)
August 2001 – December 2006
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