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Attn:  Reviewer

From:  Mr. Michael Claytor					
							    
Ref:  HR Manager                                 

Date:  March 27, 2012


Please find attached my resume for the position of HR Manager.  I have performed as a leader focused on employment, on-boarding, employee relations, compensation, benefits, and staffing/recruitment.  My experience at the senior level has afforded me the opportunity to perform as a leader concerning complex issues facing Human Resources including workforce planning and career development.  

I have been successful working with management and employees to meet and exceed company goals.  Additionally, I have great people skills, developed mentoring/training programs, implemented successfully performance management programs, and worked well with internal/external clients.

I am very interested in your career opportunity.  Please call me at your earliest convenience.  I can be reached at 804-564-2434.  

Regards,
								


Michael Claytor					          


Enc.               





	
                      


Michael E. Claytor, M.A.
3310 Kershaw Road
Roanoke, VA 24017
804-564-2434 (cell)
E-mail:  meclaytor@yahoo.com

PROFESSIONAL PROFILE
Results-oriented HR Professional with experience implementing strategies and initiatives in a variety of operations and customer service organizations.  Recognized as a strong leader and problem solver with a desire to exceed or meet goals, commitment to teambuilding, and customer service.

AREAS OF EXPERTISE
Employee Relations	Negotiations	Performance Management	Strategic Planning
Training & Development	Product Mgmt.	Project Leader	Process Improvement	
Talent Acquisition	Coaching	Payroll Administration	Succession Planning


EDUCATION
· M.A. Business Management – Liberty University, Lynchburg, VA    
· B.A. Political Science – Livingstone College, Salisbury, NC     
· Diploma Business/Computer Science – National Business College, Salem, VA 
· Member:  National Safety Council and SHRM
· Established Community Driver’s Improvement School 2002 -2006
· Notary Public
· SPHR – 2012 Dec.

EXPERIENCE
[bookmark: _GoBack]Consultant   ChannelForce, Roanoke, VA   (2008-Current)
Advantus Corp., Richmond, VA – Membership Director (Current)
· On-call training, Benefits, HR, Operations – Staffing/Recruitment 
· Conduct Training & Development sessions regionally
· Implementation of policies and procedures
· Develop and make presentations to employee groups
· Mentoring/Performance Management, Analyst
· Sales Membership and Marketing Responsibilities
· Benefits and Compensation 

National CC Center, Washington DC (2006) 
Sr. Human Resources Professional
· Responsible for strategic recruitment plans
· Review and negotiate current healthcare & welfare benefits
· Develop policies and procedures – Reduced turnover by 40%
· Conduct market and salary compensation surveys
· Manager/Supervisor of HR Associate, HR Recruiter, HR Mgr. and Training Specialist
· Performance Mgmt./Staffing & Recruitment hourly, salaried, and executive positions
· Coaching/Counseling – Develop staff, Implement HRIS systems
· Conduct compensation salary surveys – Salary Administration
· Implement/Develop Rewards and Recognition programs



Wachovia Corporation, Richmond, VA (2004-2006) (1986-1991)
Human Resources Manager (FMLA/Disability/Employee Relations) 
· Review and develop policies pertaining to employee rewards and recognition
· Implementation of payroll practices and policies
· Research and resolve complex problems relating to internal inquiries
· Analyzes data through volumes, trends, processes, workflows, dependencies and make recommendations. Develop recruiting and staffing plans, participate in Sr. Leadership meetings
· Disability Manager (Leave of Absence, FMLA, Short Term Disability)
· Payroll coordinator and HRIS system leader
· Conduct investigations and or fact finding information sessions


Bacou-Dalloz Manufacturing (Titmus Optical), Petersburg, VA (2002-2004)
Human Resources Manager – Labor Relations
· Responsible employee benefits including 401k plans/pension plans
· Conduct compensation salary surveys
· Exceeded diversity goals in recruitment plans
· Employee/Labor Relations Leadership
· Recruit salaried and hourly employees for open positions
· Source for open positions – Utilize Applicant Tracking Systems, HRIS
· Conduct Diversity Awareness Training, Compensation & Benefits, Payroll 
· Supervise staff, Employee Relations, HR Specialist, Payroll Clerk
· Develop and monitor HR budget for multiple locations
· Designed and conducted employee satisfaction surveys – ISO, OSHA, DOT


Dominion Resources Manufacturing/Generation Station, Richmond, VA (1999- 2002)
Sr.  Human Resources Generalist & Wellness Director
· Lead the analysis of dealing with change management, recruiting, compensation, and succession planning Work closely with Labor Relations and Station Production Management daily
· Responsibilities included employee relations, maintaining staffing levels, and compensation review 
· Improved employee moral as identified by comments and suggestions received in HR Department
· Contract bargaining duties included responding to grievances, employee hearings, and contract negotiations
· Conducted training with managers concerning succession planning and performance management
· Employee Labor Relations Leader
· Process improvement/Change management leader – DOT, Safety Mgr. leader









Professional References, Michael Claytor


Mr. Hampton Johnson, Executive Director                                
Healthcare Products                                                Mr. Andre Cromwell			
Operations			                                   CFO 
Greensboro, NC 27406                                              Washington, DC 20011
336-294-7685                                                             acromwell@hotmail.com
		             301-806-3054

Mr. Brie-David Schultz
Chesterfield County 
schultzb@chesterfield.gov 
Richmond, VA 23235
804-748-1843



Writing Sample:

Personal Vision/Mission 

My passion for being able to see big picture and align my strengths with strategic plans have allowed me to excel in Human Resources Management.  As Manager, and/or Individual Contributor, I have been able to drive change management, lead superior teams, and reduce/contain cost while focusing on the overall employee population.  Employees are our greatest strengths.  Some key elements are listed below.

· Maintain strong ethics and standards 

· Committed to being a supportive team member

· Healthcare, Administration, and Sr. Management Experience

· Tactful Negotiation, Workforce Planning, and Operations Management Experience

· Previously established a local community Driver’s Improvement School

· Successful HR Consultant, Contractor, and Business Partner  

· Provide top-quality CUSTOMER SERVICE

