Joyce L Paulson	
342 Temple Road
Bunnlevel, NC 28323
910-658-6367
jaylee.paulson@gmail.com

[bookmark: _GoBack]QUALIFICATIONS:  
Highly Computer Competent.  Windows and Microsoft Office, (All Versions) only scratch the surface of my knowledge with a variety of computer programs.
Very “People Oriented”.  I easily communicate and can work with individuals at all levels, from newly hired individuals to the Chief Executives of major corporations.
Extremely Trustworthy.  I am a Notary Public, am trained in various Health, Environmental and Security programs.  I have been regularly trusted with individuals’ personal records in order to process various requests.  
Quick Learner.  I am self taught with SAP, along with other programs required for completing daily tasks and responsibilities.
Self Starter.  I routinely devote whatever is necessary to complete any task or responsibility that I have been assigned.  Going “The Extra Mile” is simply a part of my background.  First, as an “Army Brat”, then as an Army Officers Wife, I have lived the Credo of “Duty, Honor, Country”.  These are not simply words to me, they are a part of who I am.
Multitasking:  This is an ongoing part of my life, both personal and professional that I don’t simply “do”, but I readily embrace.  Multitasking is not second nature to me, it is a daily requirement and necessity.
Articulate and Communicative.  My communication skills span an extremely broad range.  I can speak to an individual or a group with the same ease.  

EMPLOYMENT:

· January 2014 to December 2014
Magneti Marelli USA, Inc. Training Specialist

· World Class Manufacturing People Development Support Specialist
· Training and Development Training Technologies Program
· Employee Training, Coordination and Tracking
· Suggestion Program 
· IdeAction Database learned & currently utilizing
· Best Practice Shareware 
· Human Error Root Cause Analysis
· The Way To Teach People
· One Point Lessons
· Closed out Prisms Program
· WCM Benchmark and Audit 
· Back up and Support to the Human Resource Department




· November 2013 to January 2014 
Resource MFG, Contract Associate, Human Resource Administrator and Coordinator for Magneti Marelli, USA
 
· Coordinated holiday luncheons and dinner activities for in excess of 400 plus employees and managers.
· Coordinated Employee’s Activities Team to host children’s holiday party with Santa 
· Coordinated plant activities with area Department Social Services to provide holiday gifts for children in 3 different families  
· Coordinated  with local Marine recruiter to collect toys to donate to “Toys for Tots”
· Provided support to Generalist on an as needed basis
· Provided backup data and information to reconcile outstanding accounts for insurance, pension plans and monthly statements.  Everything that was outstanding and past due was identified and processed.
· Created employee badges with Identicard system
· Coordinated Employee Activities Team meetings and interviews for new cafeteria market store.
· Organized the office area and file cabinets.

· March 2010 to November 2012
Moen Incorporated Human Resource Administrator and Coordinator.

Programs Regularly Used:
· Kronos (Used for timekeeping of hourly employees)  
· ADP (Used for general payroll activities)
· Nextrak (Used to trace employee attendance)
· Prudential (Various programs used for filing and tracking employee leave time.)
· E-Verify (Used to verify employment eligibility, legitimacy and compliance)
· Workers Comp (Used to track accidents/incidents)
· Background Investigations (Used to confirm or deny associates criminal background)
· Windows XP, Vista, Win7
· Microsoft Office (All versions and all programs).
Regular tasks/responsibilities:
· Maintain a high degree of confidentiality and professionalism in dealing with all levels of associates.
· Participated in environmental, safety, health, security programs to ensure a safe and secure work environment.
· Reported wage progressions of hourly compensation program to ensure compliance and equity 
· Respond to inquiries regarding policies, procedures and programs to facilitate consistency and equity.
· Developed strong working relationships to coordinate between three different staffing agencies for temporary and hourly associate positions.
· Coordinated and conducted training for First Responders, CPR and AED Certified programs.  I also participated in these training classes for my own certifications.
· Participated in community activities and built relationships within the community to continually promote Moen as an employer of choice.
· Developed and maintained databases to ensure timely and accurate data tracking of temporary associates and their required safety training.
· Assisted with associate recruiting, coordinated hiring, new orientations and associate transfer processes.
· Planed and assisted with Monthly Staff Meetings, Red Cross Blood Drive, Flu Clinics, Saf-Gard Shoe Mobile, Plant Picnics, and Holiday Dinners.
· Compiled and prepared numerous special reports requiring considerable accuracy and trust.
· Developed and implemenedt assessment scorecards, training matrixes and evaluations to track the success of Moen Training Programs. 

· September 2009 to March 2010. 
Paul Meyers Contractor Services, SAP Consultant for Roquette America, Inc. 

· Established formal processes and procedures for the Maintenance Department to address both Quality Assurance and Quality Control functions to ensure compliance with the Local, State and Federal Environmental Quality Assurance Plan.
· Set up SAP with the correct functional location and equipment information.
· Set up the procedures to enable complete, accurate and precise data analysis.
· Incorporated maintenance plans for emissions units standards under State and Federal EPA Title V guidelines into SAP.
· Set up systems to track all maintenance corrective and preventative work performed on the Continuous Emission Monitoring Systems, (CEMS).
· Created Preventative Maintenance Plans, then entered them into SAP to ensure they are generated correct “On-Call Horizon” dates.  (SAP/Roquette Specific Requirements)
· Created procedures and training documents for Roquette America Employees on the use of SAP and the new systems that I developed.  In short, after SAP requirements and Plans were developed, I had to create training documents on how to use the systems that I established.
· Created an in-house process for extracting data and conducting trend analysis.
· Developed and established weekly and monthly reports that identify complete and/or incomplete Preventative Maintenance for emissions units using both State and Federal EPA Title V guidelines.
· Trained and instructed Roquette America employees on entering data into SAP in order to generate reports for area managers on how to reconcile time reports on a weekly basis.  As noted above, not only did I have to develop the Plans, I was required to develop Training Criteria and documentation on how to use the Plans.
· May 2009 to August 2009
Belcan Corporation, Moen Corporation Administrative Assistant.  

· Provided administrative support to the Production and Engineering Departments.
· Provided direct and indirect supported to the Human Resources Section.
· Developed and maintained Excel spreadsheets, databases and other tracking systems.
· Reconstructed machine and operator tracking records for the Moen Sanford Production Facility to current reporting standards.
· Compiled and prepared special reports for Plant Manager & Factory Focus Managers.
· Updated employment records, processed expense reports and submitted Family Medical Leave Act (FMLA) requests.
· Coordinated local luncheons and dinner activities for in excess of 50 plus employees and managers.
· Coordinated routine departmental administrative duties within the entire plant which increased overall productivity and more consistent results as a result of my excellent organizational skills.
· September 2007 to February 2009
Belcan Corporation DuPont Fayetteville Work Site. SAP-PM Master Data Resource Manager.

· Documented data per site procedures, implementation of equipment tracking records, document links, Project Manager, (PM) plans and files.
· Provided direction, support and training to Master Data Clerks for monitoring and tracking entries for equipment records and specific histories.
· Created equipment titles, document links, set up and deletions of equipment files.
· Provided detailed instructions and training as needed for SAP transactions.
· Expanded personal knowledge and experience with SAP Master Data Version 4.6.
· Demonstrated experience in creating and modifying task lists and maintenance plans.
· Assisted the DuPont Site Maintenance Training Coordinator. Learned and taught the basic uses of The Learning Manager.
· Set up employee training records in the TPC© Training Systems vendor database.
· Updated reports for Area Superintendents’ and Managers.
· Assisted users in initial log in and worked with Information Technology, (IT) for user accounts within Myaccess.
· Developed PowerPoint presentations for SAP training access and student log in procedures.
· Transitioned from Prism to The Learning Manager for all DuPont site training requirements.
· Completed DuPont Training Courses, Train The Trainer (T3) Classes, and Developing Effective Training, (DET) classes.
· Effectively and efficiently coordinated the site maintenance training room with 16 computers and various training requirements, including scheduling On The Job Training with the DuPont Maintenance Trainers.
· Created documents for the DuPont Site Maintenance web page and updated the web page using Microsoft FrontPage®
· Developed excellent interpersonal, oral and written communication skills.  

EDUCATION:	

· Campbell University, Fort Bragg, NC 
· CAI, Human Resources, Management Training (2009-2012)
· National Safety Council First Aid, CPR, AED Instructor (2011-2015)
· Skillport Online Classes: Administrative Support, SAP R3/PM (Systems, Analysis and Products in Data Processing, Revision 3 Preventative Maintenance)
· Fayetteville Technical Community College Notary Public (2005-Present)
· Army Family Team Building Levels One Through Level Three, Fort Hood, TX (1998)
· Austin Peay State University Clarksville, Tennessee Liberal Arts Major/Computer Science Minor 
· Pennsylvania State University Wilkes-Barre, Pennsylvania
· R.J. Memorial Hospital Stuart, Virginia (1982) (EMT)
· Surry Community College Dobson, North Carolina (1981) (CNA)




