Ginger Wilkey O’Malley
10119 W Dartmouth Place Unit 204
Lakewood, CO 80227
Cell phone (423) 596-4167

Email gmwilkey21@students.tntech.edu
Objective 

· To obtain a challenging, rewarding, and future focused career in Human Resource Management
Education

· Master’s in Business Administration, 

Tennessee Technological University, 2007-Aug 2008, Overall GPA 3.9
· Human Resource Management:  B.S. Business Management 

Tennessee Technological University, 2003 – Spring 2007, Overall GPA 3.6
Dean’s List, Academic Athletic Honor Roll &, Beta Gamma Sigma Honor Society
Employment History

Sun Technical Services, Watts Bar Nuclear Plant, Spring City, TN

Problem Evaluation Report Coordinator (June '11 – April  ‘12)

· Coordinates PERs (Problem Evaluation Reports) within the Pre-Op Start-Up Engineering Dept.
· Coordinates PERs from/to Pre-Op Start-Up with other organizations at Watts Bar and TVA(Tennessee Valley Authority)
· Develops Monthly Test Deficiency Notice Trending Reports

· Develops Weekly PER charts for Management Presentation

CAP(Corrective Action Program) Specialist   (Jan '10  - June ‘11)
· Analyzes, gathers, extracts data &  reviews reports & charts for accuracy, adequacy, compliance w/ regulations & procedures

· Identifies and investigates areas of concern in Trend Charts and other reports

· Supports the daily needs of the CAP &  Maximo  Programs at WBN2

· Develops & explains reports and trend charts to the management team 

· Interfaces and  communicates effectively  with all levels of employees  on a daily basis 

· Assists with Apparent (ACE) and Root Cause Evaluations (RCA)

· Maximo Super User & Trainer for CAP at WBN2

Administrative Assistant – Corrective Action Program(CAP)  (Jan 09 – Jan 10)

· Daily Administrative Duties for Quality Manager and CAP Supervisor

· Supports the daily needs of the CAP & Problem Evaluation Reports(PERs)

· Reviews PERs and Corrective Action Plans for Closure - QA Function
Upper Cumberland Employer’s Association, TN
Human Resources Internship, 2007

Human Resources

· Assisted Tutco, Inc. in completion of group training projects, making photos, presentation boards and interacting with teams on the manufacturing floor.

· Facilitated group team building exercise for Genlyte office staff.
· Produced Upper Cumberland Employer’s Association newsletters, writing HR articles. 

· Completed competency analysis/profiles for 27 jobs, as part of new Performance Management system for Delbar Products. 

Computer & Research

· Managed all aspects of web site project, designed to provide HR resources including free/low cost training to fourteen organizations.  Researched, identified and tested all site content.  Communicated needs with web designer and launch of site.

· Utilized Word and MS Outlook on a daily basis.  Advanced use of Excel tools.  Created PowerPoint presentations for manager’s use and a web site.

· Created excel-based client invoice schedule

· Assisted in marketing and client communication (email, meeting coordination)

Underwood, Wilkey & Company, PC, CPA’s, TN

Accounting Clerk and/or Secretary, Summers 2003-2005

· Reconciled client accounts and audited basic book-keeping records 

· Billed clients and reorganized filing system

· Provided back-up for secretary when absent, filling all job tasks

Leadership
· Led Society for Human Resource Management (SHRM) student chapter as Vice President, organizing fund-raisers, monthly meetings and participation in competitive events.

· Organized athlete appreciation days and regularly participated in suggestion/concern resolution meetings as member of the Student Athletic Advisory Committee (SAAC).  

· Documented and addressed retention, turn-over and morale issues with Athletic leadership, initiating meetings to discuss root causes, resulting in improvement action. 

· Volunteer leader in multiple environments including Senior Olympics, Habitat for Humanity, Youth Camp Counseling, Fellowship of Christian Athletes & senior youth cross country coaching 

· Served as Cross Country Team Captain in 2006 & Most Dedicated Cross Country Athlete in 2003 and 2005: Voted by team mate (Varsity Athletics at Tennessee Tech University)

· Excelled as a cross country & track athlete for my entire collegiate career

· Experience in dealing with people in a variety of situations with maturity involving confidential and sensitive subject matter

Computer 

· Utilizes MS Excel, Outlook, PowerPoint and Word on a daily basis, also used Access

· Taken online training courses through TVA

· Skilled EAM Maximo & eCAP user, including aiding new users & others in PER processing/coordination daily 

· Ability to find procedures and other documents in BSL and records in EDMS in the TVA computer network

· Efficient user of HP Service Desk and Enterprise Security Station
Associations

Society for Human Resource Management(SHRM) – 2006-present, Student Chap VP (2006-2007) 

Beta Gamma Sigma – International Honor’s Society, 2005-2008

MBA Student’s Association, 2007-2008


Student Athletic Advisory Committee(SAAC), 2006-2007


Fellowship of Christian Athletes (FCA), 2003-2008


