Fawn A. McAffee
131 51st Ave. Greeley, CO 80634
broncochick77@gmail.com 307-389-4027
Goal: To find a fit within an organization that is looking for process management and organized leadership. 
Education:
· University of Phoenix  Aurora, Colorado-  3 credits toward Masters in Counseling Degree
· University of Wyoming  Laramie, Wyoming- BA in Psychology

Graduated with honors, Phi Beta Kappa
· Western Wyoming Community College  Rock Springs, Wyoming- AA
Graduated with honors, Phi Theta Kappa, Winner of competitive Social Science Internship
Specific Attributes and Training:
· Situational Leadership -Baker Hughes 2013
· SOLD training (4 day) -Baker Hughes 2013
· Team Leader training (5 day) -Baker Hughes 2013
· DOT Motor Carrier Safety Certified- Transportation Safety Institute 2013
· DOT HOS and DQ specialist
· Practiced in and comfortable with public speaking, training and presenting 
· Formal training in Train the Trainer and college classes on public speaking
· Proven niche in process formation and efficiency increase
· Extensive knowledge of Microsoft Windows and Office Programs
· Ability to learn company-specific software and policies
· Excellent customer service attitude and positive approach to clients and co-workers
· Proven ability to adapt to virtually any office situation
· Formally trained supervisor/team leader
· Willingness to work as a team and as an individual on required projects
· Organized and self-sufficient
· Able to travel as needed
· Great attendance history at previous places of employment
· Professional appearance and language
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Relevant Experience:
Baker Hughes (various districts/roles)
*Supervisor of Office Services -Pressure Pumping
Brighton, CO

January 2011- Present
Duties: Direct report supervisor of 9-13 employees in various departments. Process changes and efficiency improvements across departments in 350+ employee district. PPE vending, brand development, training travel, driver HOS, developing and structuring processes to improve compliance with DOT and Company policy standards in various areas of business operations. This includes instruction and facilitation of learning for current employees and new hires to ensure understanding of expectations and process steps. Assist the training department with onboarding new hires, including classroom training on a weekly basis. 
*Department Admin Sr. -Training and Safety  

Brighton, CO 
Duties- Rebuilt Driver Qualification files for DOT, 200+ drivers. Developed hours of service program and ensured DOT compliance for drivers. Admin duties as assigned for safety, tracked all training and developed new databases and data collection/tracking methods for 350+ employees. All types of tracking training and scheduling assistance. Onboard new hires, develop and implement driver qualification by company and DOT standards.
*Operations Support Specialist -Completions

Williston, ND
Duties- All manner of field support including fleet management, safety tracking of drivers, computer ordering and IT support, onboarding new hires, tool ordering and inventory control, PPE ordering and distribution. Tracked new hire learning modules, safety training and truck reports. 
*Baker Hughes New Hire HR Orientation Facilitator
Williston, ND (various locations across ND)
While employed as an Operations Support Specialist, I took a contract position with Baker Communications to facilitate the Baker Hughes New Hire Orientation. This class was typically twice a month for approximately 6 months for all product lines in North Dakota. I facilitated the HR portion of NHO to employees in groups of 3-60.  
North West Youth Assessment Center- Williams County
*Youth Care Attendant 

Williston, ND
April 2009-March 2010
Duties- Constant monitoring and daily care of committed youth residents. Youth intake and release. Detailed logging using Word documents at minimum every 15 minutes. Answering the phone and scheduling and tracking appointments. Confidential information management. Paperwork for admit/discharge. Assistance with decision making, responsibility and general character building.  
Sweetwater County School District #1- East Junior High School
*Substitute Teacher

Rock Springs, WY 
September 2007-November 2007
Duties- Substitute teacher on an on-call basis. Known as a substitute that could control a classroom, pick up on lesson plans and had an outstanding reputation throughout the school with staff and students alike.
XP Apparel
*Assistant Account Manager

Denver, CO
July 2007-September 2007
Duties- Assisted with design, creation and order follow through of hard goods for professional sports teams (Suns, Jaguars, Panthers). By developing a positive relationship with our Chinese contact I was able to help the first collaborative project with this company be a success. Also submitted, tracked and followed up on art submissions for the Beijing Olympic apparel and hardgoods. Assisted with orders using company-specific software.
State of Wyoming Workforce Center
*ESO6- Client Services

Rock Springs, WY 
July 2006-March 2007
Duties- Posted and tracked job orders online. Taught employers and job-seekers website navigation and how to use specific tools within the workforce website. Facilitated workshops in resume writing, job interview preparation and skills testing. Was chosen for State “Train the Trainer” training program as someone who could lead and facilitate within our local office. Also developed and followed through to production a pamphlet that became an agency-wide advertisement for our services.  
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DETAILED OIL & GAS SERVICE COMPANY EXPERIENCE
Department Admin I- (Oil Tools) Williston, ND  2.5 months (Grade 3)
First on the phone/messages
Bi-Weekly hourly payroll 
SAP workflow 
New hire HSE modules
Verizon bill issues
Pay bills with P-card
Assist mangers and other admins with various projects
Operations Support Specialist (Oil Tools) Williston, ND 13 months (Grade 9):
1. Restructure, create and manage systems for management of: trucks (150-200 units), phones, computers, new hires.
2. Day to day issues, i.e.: printer install, new hire, truck issues, Verizon problems/questions, ordering tech supplies/tools/PPE, IT concerns, reporting, driverights, T/E issues, fleet appointments, etc. for all employees at facility (150+)
3. Implementing new procedures and projects- Especially in the areas of on-boarding and Field Spec support.
In these areas my responsibilities included (24 hour on call):
Mostly for Williston shops- occasional support of Dickinson and Glendive
Trucks:
· 70 new units since my appointment
This includes, outfitting (ordering and arranging for install of toolboxes, grill guards, tool trays and some fuel tanks, inverters, boosters, some interior outfitting), updating Fleetweb, locating and programming car chips into database (includes entry of vehicle and driver information). Ensuring that all necessary paperwork is in vehicle and that driver has had necessary training/assessment.
· Mileage and RAG reporting for Williston, Dickinson and Glendive
· Arranging for and often transporting units to outfitting, maintenance, service and body appointments.
· Arrange for spares and ensure spare vehicles are in good condition and tracked
· Plates/registration/insurance current and in vehicle
· Safety kits
· Carchip setup, download, reporting. Increased the expectation and attention to this requirement
· Any and all questions, concerns, complaints regarding the fleet
· Key maintenance, accident reporting, towing
· Initial talks with Mix Telematics team
Computers
· Ordering
· Setup- update AD assets team
· Local IT support
· Shipping and creating repair tickets
· Install air cards, printers, other software issues
· Issuing and tracking spares
· Ordering parts/supplies
· Answer user questions
Phones
· Ordering 
· Paying for some phones monthly all others until user has TE card
· Clean up of billing process
· Requesting invoices 
· Cancelling and paying terminated accounts
Concur
· Complete expense reports/train users on expense reporting
· Assist users with expenses
· Delegate for all terminated employees
New hire
· New hire onboarding- complete process until they are ready for hands-on
· Assist with the compilation of the new hire onboarding checklist/book
· Keep current on what the company requirements are
· Uniform ordering, tracking
· Register for classroom training
· All PPE purchasing, tracking, requirement knowledge
· Field spec tools, inventory/ordering
· Computer setup, all necessary programs are requested, installed and working properly.
· Ensuring that all new hires understand Company policies and expectations
· Baker driver orientation and instruction
Other projects
· Shop/Field/Training work area: Pitched and earned the ability to create a workstation for our field specialists and warehouse personnel based on the need for computers and workspace. Ordered Desktop computers for training stations, set up area with internet capability and phones for current employees and new trainees to have a work station
· Tracking Learnlink training for employees
· New Hire orientation (HR portion) three times a month for all product lines in Williston, Dickinson and surrounding areas
· Vendor invoices- set up vendors, manage, approve and track invoices for the vendors I use
Department Admin Sr. –Training and Safety (Pressure Pumping) Brighton, CO 4 months (Grade 7)
· Transferred in as Senior Admin in district
· Support Training and Safety Department in all activities for 350+ employee district
· All DOT tracking, logs and DQ file maintenance (200+ drivers)
· Worked into onboarding DOT drivers in accordance with DOT and company policy that I searched and learned in order to structure the district’s process
· Created and maintained spreadsheet for new hire and re-occurring training for all employees
· Created and maintained CDL/Medical Card/MVR spreadsheet for expiration tracking
· Assisted Training manager will organizing training classes and finding new material
· Assisted HSE Specialist with processing of BBS Observation Cards- Incident Reporting
· Restructured Filing system for all training and DQ files
Supervisor of Office Services (Pressure Pumping) Brighton, CO 13 months (Grade 12 Chief Status)
· Direct supervisor of 9-13 administrators in the following departments
· Repair and Maintenance (Parts/Inventory)
· Training, hiring and restructure of paperwork flow, data entry, inventory of 24 hour maintenance operations
· Facilities (Chemical/Bulk Product)
· Hiring, restructure Hazmat process and organize training and process efficiency
· Dispatch (24 hour)
· Hiring, restructure job duties and process for 24 hour operations
· Training/Safety
· Hiring, training (restructure was done when I was in the role), adding duties to the role
· DOT/Mix Telematics
· Created first DOT admin position, training, restructure of entire DOT log and DQ file process
· General Admin
· Manage and support all roles- AP/AR (in the millions per month), Truck permitting, Fleet management, Engineering reports, Digital file project, Payroll, Supplies and Vendors, Employee help (computers, paystubs etc)
· Direct report status includes all merit raises, training plans, discipline, employee concerns, expense report approval and support to all direct reports.
· Tasked with creating, adjusting, improving District process and policy
· Purchasing and Travel & Entertainment Cards
· Field/Office phones and computers
· Supply ordering and maintenance
· HOS/Logs (major project)
· DOT Audit- process implementation 
· Driver re-process (aprox 50 drivers)
· Full local responsibility for onboarding new hires and DOT drivers from interview to driver qualification
· HR support as needed
· HSE support as needed
· Reconcile Travel & Entertainment, Purchasing and District Travel Card monthly
· District Projects
· Printed materials
· Asset acquisition (copiers, printers, office furniture etc)
· Fleet management as needed
· Recycling
· Vending
· Vendors, Cleaning Company
· Uniform Store
· District vacation schedule
· Hiring in and restructuring departments
· Parking and remodeling
· Headcount tracking
· District and region travel arrangements
· Executive support (travel, meetings, card reconciliation, projects as assigned)
