Cecilia Deal, CPCC

3445 S. Bellaire St., Denver, CO 80222( sister_cece_d@yahoo.com ( (303) 808-6257

SUMMARY

Experienced Professional with more than 10 years experience in Human Resources, Career Services, project management, and process development in staffing, medical, manufacturing, executive search environments.
QUALIFICATIONS

· Strength in eliminating hurdles and reducing time from job opening to hire...reduced lead time from 180 days to 30 days.

· Analysis and elicitation of client, staff, management and department needs.

· Proficient in communication with executive management, candidates, and support staff.

· Writing proficiency used in creating job descriptions, policy materials, and manuals.
· Unique ability to see both spoken and unspoken needs while coordinating diverging requests resulting in clear goals and objectives.
· Innovative approach to providing alternatives, unifying objectives and managing focus with attention to detail, priorities and results.
Professional Experience

Human Resource / Recruiting Experience

· Write job descriptions, cover letters, offers and follow-up letters for candidates and management staff.

· Conduct pre-screens, interviews, reference checks, drug screens, and background checks.

· Conduct New Hire orientation, training, and placement.

· Schedule interviews and coordinate travel for candidates and management staff.

· Conduct meetings with executive management and hiring staff to review potential hires and lead team towards hiring decision.

· Coordinate and gain buy-in from executive management and HR for job opening and offer approvals.

· Compensation Analysis to determine salary grading for new positions, re-evaluation of current position & crafting offers to candidates.

· Liaison between departments; Sourcing, Customer Service, Manufacturing, Production, Finance, Engineering, IT, and HR Departments.

· Create process flow diagrams, new policy, instruction guides and other key components in restructuring procedures to assist HR and Executive Management in adhering to government standards.
· Coach Executive Management on hiring procedures, necessary approval requirements, appropriate interview questioning, job description development, and salary grading for positions.  

· Counsel employees and co-workers on performance, job responsibilities, interview techniques and conflict resolution.

· Expedite review and completion of government regulated employment forms to avoid potential fines.

· Set-up and attend to job fair recruitment booths to screen for eligible candidates and increase talent pool. 

· Develop Access database utilized in reconciliation of employee health and safety issues.

· Create job-tracking procedures to improve efficiency in placing applicants at various job sites.

· Collaborate with colleagues to create procedures to unify recruiting efforts within the department.
HRIS Database Administration and Implementation Experience

· Lead database integrity efforts resulting in accurate payroll deductions and financial reporting at implementation.

· Design reports based on customer/user specifications and governmental reporting needs.

· Provide database user support and user acceptance testing for personnel through out al US Regions.

· Conduct user acceptance testing for National HRIS database implementation project, with consideration of regional HR staff system utilization.

· Test, resolve, and document database performance issues for 170 database users in the U.S.

· Maintain database tables providing support to 14,000 employees, 30 union contracts and benefit plans.

· Identify, gather, and analyze data for use in reporting and database requirement efforts.

· Analyze and implement procedures utilized to improve department efficiency and service.

· Provide direction on optimal system utilization and maintained data integrity of HRIS system.

· Define, test and restructure system security for all Regional HR and payroll users.

· Create reports using Seagate Crystal Reports, to support customer, union and internal needs.

· Develop Access database utilized in reconciliation of employee health and safety issues.

· Configure web-site for physician community to promote programs and communications.

Training / Development Experience
· Manage personnel, documentation and business resources for training and community advocacy projects.

· Present and conduct training courses for software, team building, leadership development, career development and personal development.

· Create and design educational programs and materials for leadership and career development.
· Develop and conduct training classes and materials for end-users and executive management.

· Research and review training and implementation strategies to be utilized at national and regional levels.

· Develop and maintain curriculum and manuals for training and software development for regional, national, and executive staff.

· Experience in medical, human resource, health education, manufacturing and coach training environments.
· Train colleagues on system utilization and maintenance to track job orders and customer concerns.

· Produce training guides to improve process flow, performance and increase communication between departments.

· Assist and guide participants in 10 month leadership development program.

· Develop and conduct surveys utilized to determine training effectiveness and community need.

· Contribute to design and implementation of newly developed training programs.
· Coach and counsel employees and co-workers on job performance, responsibilities, interview techniques and conflict resolution.

Project Management / Process Development Experience

· Liaison between Sourcing, Manufacturing, Engineering, Customer Service, Human Resources, Business Integration, Call Center Management, Software Development and National IT.

· Define and map process and procedures increasing department efficiency and improving HR/Executive Management satisfaction.
· Formulate solutions improving documentation of business requirements and impact of proposed changes.
· Facilitate end-user meetings, provided feedback, and make recommendations to management and staff on system utilization & function.
· Design layout and set-up of database for tracking and routing of software issues, resolution and approvals.

· Conducted assessment interviews to assess database usability, challenges and suggestions for improvement.

· Research, define and implement procedures for software development projects to ensure timely delivery of project objectives and adherence to government regulations and company policy.

· Restructure hiring and office procedures to improve service and align with company standards.

· Configured web-site for support community to promote programs and communications.

Writing Experience
· Design and create process documentation using Microsoft Visio and Kintana products for software development.

· Develop and create instruction manuals on software usage and leadership development and personal development.

· Write articles for on-line magazines on subjects such as career strategy, business success and personal development.
· Write and maintain content on blog and facebook sites.
· Write resumes for clients, including senior executives, sales professionals, and business owners re-entering the workforce.

· Write job descriptions, cover letters, and follow-up letters for candidates and management staff.

Consulting/ Career Strategy / Leadership Development Experience

· Consult with small business executives on Human Resource policy, recruitment efforts and marketing strategy.

· Screen and interview to assess client talent and experience apply to current job opportunities in the workforce.

· Lead and facilitate group meetings with a focus on collaboration and consensus.
· Present job search strategies at various speaking engagements to audiences of 5 to 30.

· Coach and counsel employees and co-workers on job performance, responsibilities, interview techniques and conflict resolution.
· Develop and coordinate various team-building activities designed to improve communication and morale among team members.
· Career counseling for personal and professional development resulting in clear career direction.

· Coach individuals on re-tooling of skills and experience for transition to new position and career.

· Advise, review and write resume content, format, and translation of prior experience to effective written communication.

· Assist and guide leadership development participants through 10 month leadership and community development program.

POSITIONS HELD
Finding Wanna, Denver, CO - Consultant
Feb 2003 – Present
Contract Recruitment - HR Policy Advising - Business Services - Career Strategies
(Customers include;  Vogrinc & Short - executive search firm out of Rockford Illinois)
Dresser Waukesha (contract), Waukesha, WI - Large Engine Manufacturing
Jun 2010 – May 2011
Recruiting Consultant - Including business process development, recruitment services and project coordination.
Kaiser Permanente, Denver, CO – HMO Medical Services Provider
May 2002 – Aug 2005

Project Coordinator, Health Education
Project Coordinator, (Spherion) Physicians Group

American Medical Response, Denver, CO – Ambulance Services
May 1999 – May 2002

Consultant, Business process and reconciliation - National Products and Services, Denver, CO
Process Specialist, Software Development – Denver, CO
HRIS Administrator, National Benefits and Human Resources – Denver, CO
HR Database Admin, Regional Human Resources – Livermore, CA
Volt Services Group / Act 1 personnel / Washington Mutual, Fremont, CA / Stockton, CA
Prior to 1999
Recruiter/ Program Coordinator/ Lead Staffing Specialist
COMPUTER PROFICIENCY

	Word

Excel

PowerPoint

Microsoft Outlook
	Microsoft Access

Internet Explorer

Windows XP, Vista, 7
Microsoft Office Suite
	Microsoft Project

Microsoft Visio

Resumix

Virtual Edge
	JD Edwards

Dreamweaver 

Fireworks

Adobe Acrobat (Publisher)
	OS/2, Dos

Seagate Info

Seagate Crystal Reports

Visual Basic
	SourceSafe

TestTrack

Kintana

Citrix


Education & Training

B.A. Psychology, minor in Business Management
University of the Pacific, Stockton, CA

Business Analyst Training (Requirements Quest - Producer)

Quest Training, Madison, WI
Certified Professional Co-active Coach

The Coaches Training Institute San Rafael, CA

Leadership Graduate
The Coaches Training Institute San Rafael, CA

Franklin Covey

Microsoft Project, Project Management, Time Management
Professional Associations
Former Board of Directors Member, Feronia Retreat Wellness Center
Former Board of Directors Member, La Casa de Esperanza, Waukesha, WI
