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SUMMARY OF QUALIFICATIONS

Human Resource Manager with 22 years of comprehensive experience providing strategic planning,  recruitment of over 7,000 annually with an emphasis on the development of innovative HR initiatives to streamline processes and capitalize on organizational development.  Calm, level headed, driven leader– ability to engage diverse organizations & produce results.  Expert communicator with 10 years’ experience briefing HR initiatives world-wide.  
	


Patient Access Supervisor

Denver Health and Hospital Authority 

November 2011 – Present

EXPERIENCE


· C.H.A.A. Certified (Certified Healthcare Access Associate) certification 

· Responsible for data integrity of over 120,000 electronic records annually for Level 1 Trauma facility

· Led improvement process to define training plan for new hires where none previously existed – all employees trained appropriately within first 90-days of employment

· Created training materials, developed scoring metrics and developed incentives for OJT which increased accuracy to 98% - above national benchmark
· Developed/monitored project plans and recommendations in support of organizational objectives and lead implementation of standard work for new processes
· Implemented processes and incentives to meet 2012 budget goals of 1.6 million – exceeded goal by $167K

· Defined reporting metrics where none previously existed – able to monitor patient flow at all times and flex staff appropriately to meet demands

· Directs employee development, employee relations issues, disciplinary/grievance processes, policies, procedures, recognition, training, career planning, and employee appraisals 
· Resolved daily operational conflicts/facility issues and addresses customer concerns/ complaints
· Documented and investigated incidents which jeopardize compliance and demonstrated lack of adherence to policies and procedures; initiated corrective action and acted as liaison to ensure timely resolution of grievances
· Development and implementation of innovative HR programs to include comprehensive supervisory training, performance-based incentive programs and succession planning - supervisors notified ahead of time for upcoming requirements eliminating lateness
· Trained, oriented and monitored competency of new employees through oral, written and instructional designs that met all learning needs – fostered employee growth and improvement through mentoring and education 
· Responsible for FMLA, ADA requirements, Worker’s Comp claims,  and EEO
· Developed procedures to follow-up on supervisors who did not complete required personnel actions on time

	


United States Air Force December

Superintendent of Human Resources

December 1989 – October 2011
EXPERIENCE

· Responsible for the HR management supporting 51 Major Commands and 81 regional offices across the U.S. and Europe
· Defined requirements to completely automating 6 separate HR processes into existing database,  resulted in cutting recruitment processing time by two-thirds saved $105K in man-hours
· Developed metrics to define 11 types of HR processes, set standard for reporting – ensured  readily available statistics for Senior Leadership to identify department/employee efficiencies 
· Transformed Department of Defense process for recruiting/appointing Air Force Officers resulting in recognition by Under Secretary of Defense as “best program in Department of Defense”.  Sought out by sister services to capitalize on proven methods
· Active participant of LEAN six sigma and Air Force Smart Operations of the Twenty-First Century  events across the Department of Defense
· Identified, streamlined and automated broken employee lifecycle processes by  instituting electronic coordination – cut processing time by 5 days
· Hand selected as liaison overseeing transition of human resource functions resulted in no lost time
· Analytical thought process resulted in expert HR advice to Chief Air Force Reserve resulting in enhanced management policies to support employee engagement  and selection of elite training opportunities  
· Spokesperson.  Traveled extensively across United States briefing Air Force Reservists on every aspect of personnel programs and entitlements 

· Authored Guidance Handbook containing comprehensive information on human resource functions ensuring compliance and definition of policies for 51 senior managers and supervisors  with  14,000 employees
· Provided leadership, instruction, and supervision of military and Civil Service employees – skillfully managed severe misconduct matters, proposed fair and firm discipline resulting in rehabilitation or termination of employee’s as appropriate
· Powerful display of technical and management expertise – motivation and self-direction resulted in being selected for vacant senior leadership position ahead of peers 
· Scheduled, verified time cards, managed duties, provided performance evaluations, initiated training plans, strategic organizational development and authored recognition for outstanding achievements   
Education and Training

· Associate Degree, Human Resource Management, Community College of the Air Force

· Park University, Bachelor of Social Psychology, Expected Graduation date May 2013

· C.H.A.A. Certified (Certified Healthcare Access Associate) certification

· Senior Military Leadership Course

· Total Quality Training Process Improvement Team Course

· Total Quality Awareness Training

· Fundamentals of Successful Project Management

· Management and Leadership School

· Franklin Covey Seven Habits of Highly Effective People

· Franklin Covey Seven Lenses

· Who Moved My Cheese

· Entry level Enlisted Leadership Course

· Equipment Management/Supply Customer Training

· Records Maintenance and Disposition Training

· Records Custodian Training
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