Mary E. Raley

1237 Sunset View

Fischer, TX 78623

830-624-9643
Summary
Results oriented facility management professional with extensive experience in all aspects of administration and facility functions for professional office locations, including corporate headquarters of major retail organization.  Track record of successful project management due to strong organizational skills and ability to communicate effectively with all levels of organization.  Proficient in Microsoft Office business software programs and SAP.  Certified Facility Manager

Facility Management

Successfully managed four buildings totaling over 1,000,000 square feet, serving over 2,000 employees.  Includes multi-tenant building as well as corporate headquarters.  Most recently, managing 64,000 square foot facility with approximately 500 associates.

Involved in two implementation projects of SAP accounting system for facilities needs in managed buildings.

Responsible for departmental safety and compliance.

Directed remodel of new 120,000 square foot corporate headquarters office and managed relocation of over 350 employees within ten months.  Managed numerous remodels including all interior construction and space allocation and moves to meeting changing organization needs due to acquisitions, mergers and divestitures.  Also on site facility representative of new 64,000 square foot building during the building process and then transitioned to facility manager for the building, housing 500 associates.
Analyzed lighting system and implemented project to retrofit system to reduce utility cost with return on investment of less than three years.

Designed and drafted space plan and panel installation drawings to meet time parameters and realize cost savings.

Provided contract facility management expertise to major Houston companies.

Administrative Services

Executive Assistant to Managing Director of family owned charitable foundation.  Duties included organizing and coordinating of foundation fund raising events, organizing and assessing grant requests, letter and spreadsheet composition, file organization and management, basic Quicken accounting system daily input.
Managed all aspects of corporate fleet of 200 vehicles.  Included selection of approved vehicles and all fleet maintenance.

Implemented feasibility study to determine cost justification of in-house printing plant.  Resulted in outsourcing of all company forms at a savings of over 50 percent.  

Managed all travel for corporation.   Developed and implemented policies and procedures which resulted in a cost savings of over 20%.

Created and managed office services department.  Ensured efficient and cost effective support for 350 corporate office employees and field locations.

Developed and managed annual budgets for cost centers totaling 6 million dollars annually.

Successfully contained costs within guidelines for planned expenditures.

Property Management

Researched and coordinated asbestos abatement project for 120,000 square foot corporate headquarters to ensure health and safety of building occupants.  

Analyzed and implemented installation of power capacitors to control peaks of electrical usage to reduce costs.  Return on investment was less than one year.

Currently working on obtaining Energy Star rating for current facility and am then charged with obtaining same accreditation for all division facilities across the country.

Researched and directed replace of two chiller units and two energy management systems.  Payback due to high efficiency was less than three years.

Managed all aspects of property management for buildings totaling form 64,000 square feet to over one million square feet with multi-tenants.  Developed and implemented programs to maximize use of property, as well as ensuring maintenance, safety compliance and administrative support requirements were met.
Employment History

HD Supply



5/2005 – Current

Facility Manager

GVTC 




12/2001 – 5/2005

Coordinator Project Management

Tapper & Company


4/2000 – 3/2001

Executive Assistant

Halliburton/Brown & Root

11/1997 – 12/1999

Facility Manager

Facilities West



04/1997 – 11/1997
Senior Project Manager
National Convenience Stores

9/1975 – 1/1997
Corporate Services Manager
Affiliations
New Braunfels Chamber Board of Directors, New Braunfels Chamber Blue Coats, Big Brothers Big Sisters Board of Directors, HD Supply ACT Community Services Leader,  President of White Oak Owners Association, United Way campaign chair

Associations

International Facility Management Association

Beta Sigma Phi Sorority
