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SUMMARY OF QUALIFICATIONS
· Exceptional ability to quickly master new software and apply its full range of capabilities.
· Outstanding ability to communicate.
· Skill in analyzing information and evaluating operations.
· Strong customer service orientation.

· Recognized for skill in automating processes.
· Extensive experience in training and technical support.
· Detail oriented and self-motivated; able to set effective priorities and implement decisions to achieve immediate and long-term goals and meet operational deadlines.
EXPERIENCE
8/2012 – 8/2013 National Park Service (NPS) Headquarters, Lakewood, CO, Human Resources Operations Center (HROC) for Cherokee Nation Businesses-Human Resources /Information Technology Consultant 

· Developed automated processes for supervisors to assist them in evaluating employee performance.
· Developed an automated process using Microsoft Excel and VBA to standardize and drastically reduce time for determining when NPS employees were due pay increases.
· Developed an automated process to standardize and considerably reduce the time to supply information to unemployment vendor.
10/2001 – 7/2012 – National Park Service (NPS) Headquarters, Lakewood, CO, Human Resource Franchise Office for Irving Burton Associates- Human Resources /Information Technology Consultant 
· Provided oversight and training to administrative staff.

· Developed an automated staffing system and provided training for the implementation in approximately 120 NPS Human Resources offices resulting in vacant NPS jobs being filled quicker.
· Created training courses for and conducted training on USA Staffing (the primary on-line application system used for federal jobs) for HR staff throughout NPS.

· Responsible for all aspects of the Franchise budget (a fee-for service operation nationwide) including reconciling payroll.
· Analyzed and evaluated efficiency and productivity of operations; advised manager on recommendations for improvements.
· Researched and gathered information in order to automate forms and processes.  

· Determined appropriate data to pull from NPS financial and HR systems, analyze the data and summarize results for managers.
· Developed contents for and created web and SharePoint  sites.

· Designed the first electronic version of the NPS Workforce plan.

· Developed and advised on employee surveys throughout NPS.
4/2000 - 9/2001 - National Park Service (NPS) Headquarters, Lakewood, CO, Human Resources Franchise Office for Express Personnel-Information Technology Consultant
· Automated processes for tracking classification actions and vacancy announcements, issuing final lists of applicants to management officials, notifying applicants, and quarterly reports required by the Office of Personnel Management.
4/1999 - 11/1999 - Paperworkers, Nashville, TN-Database Administrator
· Instrumental in building and maintaining a 350,000 member SQL database.  Assisted the Controller with relationships, changes, and problems between the database and the Platinum Accounting System SQL interface.  Trained employees on the system.

· Assisted in troubleshooting network hardware and software problems.

7/1989 - 3/1999 - Oil, Chemical, and Atomic Workers, Lakewood, CO-Computer Project Coordinator
· Provided technical computer hardware and software support for personnel nationwide.

· Conducted all computer training nationwide.

· Developed computer applications to address specific problems.
· Coordinated the implementation of a new network.  Assisted in troubleshooting network hardware and software problems.

· Liaison to vendor for the conversion of a manual filing system to a digital imaging system. 
Computer Skills-SharePoint, HTML, Visio, Microsoft Office including Word, Excel, PowerPoint, Outlook, Access, VBA, Adobe Pro, USA Staffing
EDUCATION
Red Rocks Community College, AAS – Computer Information Systems, Applications Specialist 1994 miscellaneous 
