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  Business Process Optimization

To provide effective 
Business 
Optimization 
support to our SSA 
client offices, I 
applied a Design 
Thinking and 
human-centered 
approach to 
evaluate needs, 
define pain points, 
generate ideas, test 
the solutions, and  
ensure 
improvement.

Identifying and Mapping Out Key Processes
Determining processes critical to workflow success that directly impact customer 
experiences, visualizing all steps using process mapping, including inputs, outputs, and 
decision points, and identifying stakeholders involved in each step and their roles.
Pinpointing Inefficiencies

Discovering bottlenecks, redundancies, and areas where the process could be improved.

Establishing Clear Objectives

Defining specific, measurable, achievable, relevant, and time-bound (SMART) goals for the 

optimization efforts.

Designing Improved Processes

Aiming to eliminate inefficiencies and improve efficiency.

Implementing Changes and Effective Communications

Putting the redesigned processes into action, ensuring proper training and communication 

with all teams.

Monitoring and Measuring Performance

Tracking key performance indicators (KPIs) to assess the effectiveness of the optimized 

processes.

Creating Mechanisms for Continuous Improvement
Regularly reviewing and refining processes based on performance data and feedback to 

ensure ongoing optimization.
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  Business Process Optimization

Identifying and 
Mapping Out Key 
Processes
Conducted team-wide 
deep-dives and daily 
outreach to clarify 
processes critical to 
workflow success and 
delivery of data analytics 
output to SSA-OCOMM.

Tasks

What do we 
need to do?

Teams

Who has the skills 
we need to do the 

tasks?

Tools

What tools and 
resources do we need 

for the tasks?

Output

What does the team 
produce?

Team Knowledge & 
Project Management
- MS Teams /SharePoint
- Confluence
- Jira (task tracking) 
- Knowledge Capture 
Spreadsheets
- Team Output Tracking 
Spreadsheets 
- Team Workflow Matrix
- Tool Capability 
Analysis Matrix

Data Tool & Other 
Expertise
- YouTube Studio
- Google Analytics
- Search Engine 
Optimization 
- Data Visualization 
Best Practices
- Website 
Optimization

Data Analysis & 
Reporting
Analyzing the 
performance of nation-
wide communication 
of SSA programs and 
services to the public. 

Data Analysis & 
Performance Reports
SSA Blogs
SSA Targeted Emails
SSA Email Campaigns
SSA YouTube Vides 
SSA Social Media 
SSA Website SEO
SSA Public Service 
Announcements
SSA Paid Media
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  Business Process Optimization

Establishing Clear 
Objectives
Identified key S-M-A-R-T 
objectives for the team 
workflow and output 
optimization.

Tasks

What do we 
need to do?

Teams

Who has the skills 
we need to do the 

tasks?

Tools

What tools and 
resources do we need 

for the tasks?

Output

What does the team 
produce?

To create a better 
organized file storage 
system for :
• Team Data Reports 
• Team Processes
• Team Knowledge
• Team Continual 

Improvement

To enable easier 
team management

To enhance the team’s 
data analysis and 

reporting

To enable higher 
quality team outputs 
of data:
• Data  quality
• Completion speed
• Data Analysis
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S-M-A-R-T Objectives for Optimization



  Productivity Optimization
Pinpointing 
Inefficiencies

Devising Solutions 
& Improving 
Processes

The monthly data slide 
summaries for SSA-
OCOMM leadership 
showing SSA outreach 
performance were time-
consuming to create and 
assure  accuracy due to 
their graphics format.

Tasks

What do we 
need to do?

Teams

Who has the skills 
we need to do the 

tasks?

Tools

What tools and 
resources do we need 

for the tasks?

Output

What does the team 
produce?

PORTFOLIO — Danielle Sremac, © All Rights Reserved
Federal Client: SSA-OCOMM, EPMO, 2024-2025

Creating a custom Team 
Data Management  
Matrix to provide a  
comprehensive month-
to-month overview of the 
team’s output, allowing 
for greater quality control 
prior to submission in a  
slide format to 
leadership.

SOLUTION: Custom 
Team Data Management  
Matrix  Providing a 
comprehensive month-
to-month overview of 
the team’s output,.



  Optimizing Tool Utility
Challenge

Devising Solutions 
& Improving 
Processes
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How to find a 
comprehensive 
solution to the lack of 
clarity and 
searchability for the 
team’s reports, 
processes, content, 
organizational 
information and data?

Microsoft Teams
• File Organization
• File Naming Convention
• Team Training
• Team Collaboration
• Project Management

Developed a new Team 
Records & Knowledge 
Management System 
by implementing and 
aligning tool 
capabilities for 
maximum utilization of 
Microsoft Teams, 
Confluence, and Jira.

Confluence 
• Process Capture
• Process Change
• Knowledge Articles

Jira
• Assignments
• Team Reporting
• Team Management



  Data Management Optimization
Pinpointing 
Inefficiencies

Devising Solutions 
& Improving 
Processes

Identified a pain-point 
where the team had 
difficulty gathering data 
from software tools for 
which they had little 
expertise, effecting 
quantity and quality of 
data, and time spent 
looking for it.

Tasks

What do we 
need to do?

Teams

Who has the skills 
we need to do the 

tasks?

Tools

What tools and 
resources do we need 

for the tasks?

Output

What does the team 
produce?
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Detailed analysis of 
data gathering 
capabilities of a readily 
accessible and user-
friendly  tool, YouTube 
Studio, led to the 
discovery that this tools 
can be used by the 
team. 

SOLUTION: Comprehensive YouTube KPI & 
SEO Matrix enabling the capture of 
additional data points using YouTube Studio 
Dashboards to optimize data reporting. 



  Workflow Optimization

Pinpointing 
Inefficiencies

Devising Solutions 
& Improving 
Processes

The team had no 
comprehensive overview 
of all their workflows and 
outputs, and where the 
resulting files could be 
located, making it a 
time-consuming process 
for leadership to get a 
summary of what the 
team does, or as new 
team members came to 
the team as support .
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Capturing information in 
team-wide deep dives to 
understand their tasks 
and training them on the 
new procedures for 
maintenance of the team 
workflow matrix.

SOLUTION: Team Workflow & Output Matrix Providing a comprehensive overview of what the team does, 
and where the resulting products / output files could be located.



  Workflow Optimization
Pinpointing 
Inefficiencies

Devising Solutions 
& Improving 
Processes

Assignments may 
require time-consuming 
clarifications via email 
exchanges or in 
meetings and messages.
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Developing the 
Assignment & Workflow 
Matrix as a template 
guiding and facilitating 
clear capture of task 
descriptions, 
clarifications to 
questions, 
understanding of 
dependencies, and links 
to deliverables.



  Resource Management Optimization
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Pinpointing 
Inefficiencies

Devising Solutions 
& Improving 
Processes

Management had 
indicated some 
difficulties in assigning 
tasks due to a lack of 
clear understanding of 
team member skills and 
often had to repeatedly 
clarify the information.

Team Member Skills 
Matrix  Introduced an 
ongoing  process of 
human resource skillset 
capture that aligns team 
training, knowledge, and 
abilities with tools 
needed to support 
workflow output.



  Project Management Process Optimization
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Challenge 

Solution

How to improve the 
Project Management 
process for SSA-EPMO’s 
Discovery Project to 
maximize efficiency, 
streamline workflows 
and eliminate 
redundancies. 

Customized Project 
Management 
Spreadsheet enabling a 
big-picture 
understanding of 
complex discovery 
project  elements, over a 
6-month period. 



  Readiness Optimization
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Challenge

SOLUTION: CPA Team 
Workflow Alignment with 
SSA-OCOMM Mission-
Critical Work Analyzing 
all external and internal 
mission-critical work of 
SSA-OCOMM and 
utilizing AI tools to 
reword for clarity, in 
preparation for an 
anticipated agency 
audit.

The goal was to enable 
the SSA-OCOMM and 
CPAT team to always be 
in a state of 
preparedness to 
successfully implement 
new initiatives, reporting, 
or changes. 



  Data Optimization
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Challenge

SOLUTION: Strategic 
Mapping for YouTube 
Data Optimization 
Enables easier visual 
comprehension of 
strategic and tactical 
objectives and KPIs for 
the team’s YouTube data 
monitoring.

Ensuring data accuracy, 
aligning complex multi-
format data structures 
with compliance, scale, 
monitoring, and other 
organizational needs.



  Optimizing Communications 
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Challenge

Devising Solutions 
& Improving 
Processes

How to implement a 
new data-driven OKR-
KPI focus throughout 
hundreds of SSA 
offices?

Created a series of SSA 
Training Videos 
allowing large numbers 
of staff to understand 
and implement OKRs 
and KPIs in their work, 
enabling agency-wide 
engagement and 
process improvement. 



  Optimizing Visualization Tools
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Challenge

Devising Solutions 
& Improving 
Processes

How to enable cross-
functional  teams to 
better visualize the 
significant SAA 
Discovery Project?

Created a series of 
roadmaps, process 
visuals, and  mind 
mapping models 
accommodate differing 
team perspectives and 
help unify the 
approach.
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