Lydia Lyon
1456 S. Grand Baker Cir
Aurora, CO 80018
(303) 408-3900
lyonlydia@yahoo.com
EDUCATION:
Masters Degree in Human Resources Management

Webster University, Kansas City, Missouri, May 1998

Bachelor of Science Degree in Psychology

Colorado State University, Fort Collins, Colorado, May 1996

WORK EXPERIENCE:

Mothers & More, Elmhurst, Illinois


May 2008-January 2012
Volunteer Senior Manager, Human Resources Department   January2009-January 2012
(Mothers & More is a national organization supporting the value of mothers and the work they provide. All work done with Mothers & More is done virtually.)

· Coordinate Human Resources efforts for Mothers & More

· Supervise Human Resources staff

· Assist with recruiting volunteers for organizational level including processing applications and interviewing

· Complete Monthly Department report and yearly Operational Plan

· Attend Monthly Managers conference call meetings

· Conduct Monthly HR staff conference call meetings

· Assist National Chapter’s with recruiting and Human Resource needs

·  Coordinate new HR website revision

· Develop new programs and initiatives for Organization

(all work is done virtually except yearly manager meetings)

Exit Interview Coordinator, Human Resources
    
     May 2008-December 2009

· Create and implement Exit Interview questionnaire

· Send link to Exit Interview questionnaire to former volunteers

· Create and implement 90 Day volunteer questionnaire

Volunteer Recognition Coordinator, Human Resources
 August 2008-December 2009

· Write and email list of volunteers and their anniversary dates to the all staff loop

· Send out thank you cards to volunteers for their service on their anniversary date

· Develop new volunteer recognition programs

HDR Engineering Inc, Jacksonville, Florida

August 2002-June 2004

Human Resources Representative for Jacksonville location
· Coordinated Human Resource efforts with home office in Omaha, Nebraska
· Coordinate all recruiting efforts including advertising, attending recruiting fairs, screening applications, interviewing applicants, conducting background checks, and selecting new employees

· Consult with supervisors/managers regarding hiring, salary issues, and department/employee issues

· Attend and present update at Managers meetings 

· Present updates at All Staff Meetings

· Process employee actions onto HRIS system

· Conduct new employee orientation and exit interviews
· Assist employees with questions/problems and policy interpretation

· Complete Affirmative Action Plan, VET-100 and EEO1 reports

· Develop and implement new Employee Performance Evaluation forms and process
· Coordinate internal training program for Jacksonville Office

Pentax Corporation, Englewood, Colorado


June 1998-May 2000

Employment Specialist
· Coordinate all recruiting efforts including advertising, screening applications, interviewing applicants, conducting background checks, and selecting new employees

· Consult with supervisors/managers regarding hiring, salary issues, and department/employee issues
· Process employee actions onto HRIS system

· Conduct new employee orientation

· Conduct exit interviews 

· Assist employees with questions/problems and policy interpretation
· Coordinate and assist in renewing immigration visas for employees

· Complete Affirmative Action Plan, VET-100 and EEO1 reports

· Compile and analyze data for Benefit and Compensation statements

· Maintain and revise job descriptions

Johnson County Government Human Resources, Olathe, Kansas


Human Resources Representative



August 1997-June 1998

· Representative to 12 departments regarding recruiting and selection, policy interpretation, employee relations, training, compensation, and other employee or departmental needs

· Represented departments including the Appraisers office, AIMS, Archives, County Clerk office, District Courts, Information Technology Services, Juvenile Detention, Justice Information Management Systems, Law Library, Museum, Print Shop, and the Sheriffs department

· Coordinate Countywide Vision and Values new employee orientation, conduct new employee orientation

· Conduct HR training courses

· Assist County United Way fund raising program

· Assist employees with benefit questions and problems

· Coordinate employee shared leave program

· Supervise clerical support staff

Human Resources Executive Assistant


January 1997 – August 1997

· Assist employees with any benefit questions and process all benefit paperwork

· Conduct New employee Orientation 

· Liaison to payroll and insurance firm

· Process time sheets and HR invoices, maintain the HR budget and finances, regulate the employee shared leave program

· Coordinate monthly service awards ceremony

· Supervise HR assistant and Receptionist

Human Resources Assistant




June 1996 – January 1997

· Liaison to all payroll representatives

· Process all employee actions on HRIS, update and maintain employee files, distribute HR department reports and answer phones

· Conduct new employee orientation

· Assist employees with benefit enrollment and status changes

City of Loveland Human Resources Department, Loveland, Colorado

Human Resources Intern




January 1996 – June 1996

· Update City job descriptions, analyze employee computer files, reclassify employee positions, and work on various projects with different departments
VOLUNTEER WORK RELATED EXPERIENCE:
Murphy Creek K-8 Elementary PTO, Aurora, CO        September 2011-present

· Coordinate fundraiser activities 
Richard Elementary PTA, Lee’s Summit, MO 
August 2008-May 2011

· Coordinate Box Top/Receipt program for the school for 2 years

· Coordinate and manage budget for ‘new students gifts’ for 2 years

· Coordinate and manage budget for ‘welcome back teacher’ gifts for 2 years

· Coordinate, create and publish Richardson handbook/directory for 2 years

Lee’s Summit Medical Center, Lee’s Summit, MO 
August 2008-August 2010

Volunteer in Human Resources Department
· Assist with projects and filing as needed once a week

