Caroline Toledo Pitre ▪ (787) 918-1178▪ toledo_caroline@yahoo.com Page 2 of 2

[bookmark: _GoBack]Caroline Toledo Pitre 
Urb. Costa Norte #193 ▪Hatillo, P.R., 00659▪ (787)918-1178▪ toledo_caroline@yahoo.com 

Career Profile 
Versatile customer service-oriented Human Resources and Learning and Development supervisor with progressive experience in highly regulated global manufacturing pharmaceutical operations. Areas of expertise include: shared services management, consulting, training and talent acquisition in Puerto Rico and Latin America. Valued partner of HR peers and business leaders to maximize employee and teams’ effectiveness through robust processes such as: training needs assessment, knowledge transfer, global training delivery infrastructure, complex training restructuring and standardization in areas such as: course costing, financial and operational training analytics, global executive and leadership training rollout. Adept at influencing others to achieve business results maintaining high standards. Added value representing site during different types of audits. Recognized for technical writing, editing, and translation skills. Leader of site’s community outreach activities such as United Way and Employment Fairs. Proficient in: MS Office, Publisher, Visio, SAP (HR Module), Mercury, ATRS, StarCite, Global SharePoint, Kronos, and CRM. Bilingual: Spanish and English. 
Professional Experience and Selected Achievements
	ABBOTT LABORATORIES
	BARCELONETA, P.R.
	2013 – December 2014

	HR Supervisor, PR CR myHRTeam, Global HR Services Centers



· Supervised HR Service Center that provides assistance to nearly 3,400 employees located in Puerto Rico and Costa Rica. Received recognition from Corporate for obtaining 100% of customer satisfaction in survey for five consecutive months and for implementing service center model in Costa Rica.
· Exceeded customer service levels achieving 96% of 100% of standard by leading a team of twelve direct and indirect reports.  
· Created Task Matrix which includes a snapshot of all tasks completed by associates, coordinators, and specialists classified by level of complexity and time to complete after interviewing all incumbents.  Tool provides criteria for work distribution balance, knowledge transfer, and knowledge standardization. 
· Established minimum and maximum attendance standards for team performance and efficiency obtaining buy-in from team through involvement in data analysis process. 
· Leveraged team morale and engagement by providing coaching/feedback, exploring improvement areas, and providing solutions resulting in significant improvements in team attendance including during Center’s services transition to Chicago. 
· Structured Service Center’s internal training process for new associates and standardized team knowledge by redistributing tasks and creating a cross training environment. Center’s staff was ready to operate in record time of one month. 
· Reviewed and revised Work Instructions for every task completed by the Service Center’s team, establishing common guidelines, protocols, and standards for Tiers I and II, in collaboration with team that became best practice for Center’s managers. Majority of team members have met or exceeded standards for their tasks.   
· Established shared team goals complemented by individual goals for team members to acquire flexibility in the types of tasks that they can perform as they obtain new skills. 

	ABBOTT LABORATORIES
	BARCELONETA, P.R.
	2013

	Specialist Learning and Development Global Training Delivery Operations



· Created Trainer Utilization Report combining Global Instructor Certification Matrix and Global 2012 Master Schedule. 
· Provided direction to Area Training Coordinator on problem solving and decision making related to Training Delivery, SharePoint, and Master Schedule. 
· Created Abbott Learning and Development Outlook Mailbox training presentation, templates, and job aids; present to all L&D ALD Outlook account holders from APA, Europe, North America, and Central and South America.  

	ABBOTT LABORATORIES
	BARCELONETA, P.R.
	2011– 2012

	Specialist Learning and Development Americas Training Delivery Operations



Conducted Training Needs Assessments for Puerto Rico Training Delivery Operations in liaison with L&D Consultant, designed Training Schedule, presented results to Business Advisory Council (BAC), and directed Training Coordinator regarding logistics, contracting, and schedule implementation.  
Served as liaison between business and Abbott Program Services delivery group for emerging requests for Canada, United States, and Puerto Rico also supporting Latin America where a high level of customer service and attention to details were required.  
Improved the Training Emerging Request Process and led its implementation through North and Latin America. 
Oversaw and maintained delivery project plan for Global and Area programs such as Director Foundation and Emerging Leader.  
Led Training Delivery Infrastructure Initiative for Costa Rica creating project plan, processes, and communications as well as interviewing key field contacts for logistics.
Managed launch and continuous monitoring of Global English as a program for Puerto Rico, Argentina, Chile, and Brazil.
Supervised two Training Coordinators:  one provided support to Puerto Rico and Latin America and another one created Latin America SharePoint.
Analyzed L&D Puerto Rico SAP account for reconciliation and LBE, and report in a monthly basis the OnVision Commentaries, Training Charges, and ICB’s for Global Programs and local instructors facilitating at Latin America.
Directed work of Latin America’s Training Specialists regarding training delivery, course costing analysis, financial aspects, emerging work, and Master Schedule.

	ABBOTT LABORATORIES
	BARCELONETA, P.R.
	2008– 2010

	Specialist, L&D Latin America Area



· Appointed as Project lead for Abbott’s Management Fundamental Program  implementation for Latin America, including: Argentina, Brazil, Colombia, Chile, Central America, Dominican Republic, Mexico, Puerto Rico, and Venezuela Operations. Directed a team of eight L&D Specialists and a Manager and reported achievements directly to Division Vice-Presidents in Corporate Headquarters, L&D Director, and Staff.   
· Led  Abbott Performance 2008 Culture Survey for Puerto Rico Operations obtaining 90% participation rate.  
· Recruited external instructors to facilitate L&D programs as part of Leadership Curriculum and PPG Management Fundamental Program implementation for Puerto Rico and Latin America. 

	ABBOTT LABORATORIES
	BARCELONETA, P.R.
	2003 – 2007

	L&D Training Coordinator, P.R. Operations



· Represented Talent Acquisition Area during AVI Plant Acquisition completing all New Hire documentation, creating a base schedule for training week as part of the AVI Integration Strategy Process; and co-facilitating a four-hour Core Competency Teamwork Workshop for all individual contributors. 
· Developed, coordinated, and prepared logistics for Puerto Rico Operations’ Professional Development Training Catalog.  
· Served as Team Champion for the 2005 Pulse Survey and created a Job Shadowing program as part of the site’s action plan.
· Administered all aspects of Supervisors’ Certification and Developmental Coordinators’ Programs. 
· Analyzed Supervisor’s Certification Program results at Level 3 in liaison with the University of Puerto Rico – Arecibo.

Previous Position Held: Employee Relations / Staffing & EEO HR Assistant, Abbott Laboratories, Barceloneta, P.R.

Education 
	Master’s Degree in Business Administration
	Bachelor’s Degree in Business Administration

	Human Resources
	Major: Accounting

	Pontifical Catholic University of Puerto Rico
	Universidad de Puerto Rico

	Arecibo, Puerto Rico   
	Arecibo, Puerto Rico


Special Awards
HR SVP Award, 2012 ▪ HR Global Award, 2008 ▪ GPO Silver Award 2006\2007

