Date:

To Whom It May Concern:

RE:   CAROL ANN HANNAH

This is a personal reference for Carol Ann, whom I have known in the capacity of her direct reporting manager in IBM United Kingdom Limited for a period of 18 months (from August 2005 to date).  

I have found Carol Ann to be trustworthy, professional and diligent in all her dealings, both on a personal and business level throughout the time I have known her and I find her to have a high level of integrity and enthusiasm for anything she tackles.

In her current role, Carol Ann is required to have fine attention to detail, excellent negotiation skills and use logic and reasoning for maximum influence and great advantage.  She forms good relationships with staff and external clients alike and she is a great asset to the team, performing a very valued role.  I have provided details on Carol Ann’s role in the attachment.
Carol Ann would be an asset in any company and she is keen, quick and very able to pick up new skills and increasing her knowledge and experience is a key driver for her.  I am happy to provide a personal reference on her behalf.
Yours sincerely

Linda Scott
IBM Greenock Integrated Operations & Location Manager
Email: linda_scott@uk.ibm.com
ATTACHMENT
Carol Ann Hannah – Job Description, Responsibilities & Skills

· Designing, developing and implementing IBM Greenock’s corporate intranet sites.  This entails collaboration with clients to ensure requirements are met.  Software used:  Adobe Photoshop CS, Macromedia Flash, Macromedia Dreamweaver MX, WS_FTP and PuTTy.

· Managing backup, security and user help systems.  This involves configuring FTP Software and allowing network administration through Global Service Architecture giving departmental website owners access to html files.  The security of individual folders is held on the root drive.  Allowing access to test server and creating a ‘sandpit’ environment before transfer of files to production.

· Disk space management, backup and restore services.

· Consulting with users, management, vendors, and technicians to assess computing needs and system requirements.  For example, website (www.spbe.org.uk) designed for client ‘Scottish Parliament Business Exchange’.

· Directing daily operations of department, analysing workflow, establishing priorities and setting deadlines.

· Staying abreast of advances in technology.  Technical support is ensured by applying security patches to make sure that ‘housekeeping’ is carried out on a regular basis.  Database administrator within Communications Department by setting up ‘Team Rooms’ after collaboration with managerial workforce to ascertain relevant documentation required is held in central repository. 

· Developing computer information resources, providing for data security and control, strategic computing, and disaster recovery.

· Evaluating the organisation's technology use and needs and recommending improvements, such as hardware and software upgrades.

· Enforcing corporate guidelines re content, layout and design elements of the intranet.  Javascript template is implemented ensuring consistency throughout all the departmental sites.  Carol Ann uses Javascript daily and has done so during her seven years employment here.

· Meeting with department heads, managers, supervisors, vendors, and others, to solicit cooperation and resolve problems.

· Running “live and playback web casts” through streaming technology.

· Development of corporate video from conceptualisation to end product.  Storyboarding, filming, editing and producing complete package tailored to requirements.

· Creation of 2D and 3D graphics incorporated in video, animation and interactive CD / DVD formats.

(Carol Ann Hannah – Continued)

The equipment used by Carol Ann on a daily basis includes:

· Access servers — RAID Streaming server, Symon Enterprise Server (series 1-T)

· Computer servers — Netware servers; Servers; Storage servers; Web servers

· Network interface cards — Network interface cards NIC

· Peripheral controller cards — Industry standard architecture/peripheral component interconnect ISA/PCI cards

· Print servers

· External USB 2. Hard drives

· Firewire Cardbus

· Cat. 5 Ethernet cabling and hubs.

· Sony DSR PD170P

· All video equipment ranging from, lighting, microphones, XLR audio cabling with mixer.

Carol Ann is adept at using the following technology and programs:

· Performance Solutions Technology Microsoft Office 2007

· Database management software; Microsoft Access; Lotus Approach, Lotus Notes

· Filesystem software — FTP program software; Check point Integrity Client; Symantec Veritas File System at client tier level

· Unix platform administration and use of SSH Client

· Web design, development & content creation using a variety of products including HTML, CGI Script, CSS and Javascript

