NORMAN G.SKEETE

8715, First Avenue  (  Silver Spring, 20910   (  (240) 839-7778  ( Ns.gskeete@gmail.com
Human Resources Generalist/ Project COORDINATOR

OBJECTIVE
· Dedicated and passionate about developing strong employee relations and exceeding organizational goals; Reputation for displaying integrity and professionalism when communicating with professionals at all levels; Adept at problem solving, decision making and staff motivation. Proven ability to maintain high levels of morale during culture changes; Goal driven with demonstrated strengths in multitasking and prioritizing assignments. 
· Motivation:  The challenge of meeting tough deadlines, while motivating people to achieve their own objectives. This while keeping the goals and objectives in line with the organization’s mission. 
· Performance- driven HR/project coordinator with experience in facilitating support services, management, organized and be adaptable to changing environment and technology, with strong multitasking abilities.
· Background in HR generalist affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, and administration, HR policies development, planning and analyzing and project coordination.
· Scheduled meetings and agendas interviews and regret letters. Assisted in administrative projects.
· Highly motivated and willing to learn new procedures and processes.

· Demonstrated success in managing, administration, negotiating and developing teambuilding programs, in policies, job descriptions, training and development and management reporting.

              EXPERIENCE:  KEY SKILLS

                     Core Competencies & Strengths

· Oral & written communication skills.
· Self-starter and quick learner
· Report writing & record keeping.
· Proficiency in computer programs (Microsoft Programs)

· Team management ability

· Documentation skills to develop project schedules.
· Experienced in Project Management, Business Analysis, Business Modeling, and Data Modeling

· Confidence  at  adapting  and  multitasking

· Reliable Professionalism & performance oriented

· Time & resource management
· Coordination of skills to developed cordial relationship with other supervisors to carry forward project.

Human Resource (HR) Skills

	· HR Generalist affairs

· Employment Law

· Mediation

· HRIS Technologies

· Strategy

· Industrial Relations
· Project management/
      software: 2003 -2007
· Scheduling of meetings for agendas in projects.
· Internet  Research


	· Staff Recruitment & Retention

· Employee Relations

· Alternative Dispute Resolution (ADR)

· Benefits Administration

· HR Program/Project Coordinator

· Management

· Project Office Procedures
	· Hiring  Orientation  
· HR  &  International Human Resource Management

· Training &  development

· Performance management  &
     Organizational Development

· HR Policies & Procedures

· Research Methods SPSS 18
· Microsoft office software 2007
· 


Professional Experience (POSITIONS HELD)
· OPERATIONS ADMINISTRATOR: (Program Manager ) 2007- 2012

Experience
· Identified and implemented numerous ideas to streamline processes to include: centralizing key HR functions (staffing, and training,) for different sites, uploading large data files versus individual data entry, and automating metrics and reporting, resulting in a substantial cost savings.

· Handle all aspects of human resources for   staff members.  This included, but was not limited to: recruitment, interviewing, hiring, benefit administration, terminations, disciplinary action, workman’s compensation, accident investigation, new hire orientation   administration, training, safety, and budget responsibility. 

· Provide administrative support to the senior management of operations. 

· Provided support to management in the development and counseling of staff. 

· And all other duties assigned.

· Manage recruited for new office in RBPF organization, guiding the startup and management of a full spectrum of HR & Project operations, technology systems, programs and infrastructure development.

· Liaison coordinator with senior management to create HR/ project  policies and procedures; for recruit and selection of persons; create group benefits databases; and develop orientation, training and incentive programs using HRIS Technologies, PeopleSoft 8 application  and HRMS systems

· Responsibility for projects from inception to implementation.

· Manage leave-of-absence programs and personnel records; performance appraisals, administers enrollment and programs; administer budget outlines and Administer HR generalist workplace issues.

· Completes special projects by clarifying project objective; setting timetables and schedules; conducting research; developing and organizing information; fulfilling transactions. 

· Manages client expectations by communicating project status and issues; resolving concerns; analyzing time and cost issues; preparing reports. 

· Prepares reports by collecting, analyzing, and summarizing data and trends. 

· Protects organization's value by keeping information confidential. 

· Manage a range of HR project functions, including recruiting and training employees, administering benefits, overseeing disciplinary action and managing of HR records. Personnel file management, HR policy development and, Employee screening,  hiring orientation, staff training and development of programs the administration of human resource management systems (HRMS) Database Administration, and coordinated employee wellness programs and events.

· Coordinate training 25-member team in various training segments on interviewing techniques and best practices, conducting workshops and one-on-one coaching sessions that contributed to sound hiring decisions and interviewing and productivity.

· Devised creative and effective incentive and morale-boosting programs (including special events and a tiered rewards, awards structure) that increased employee satisfaction and productivity.

· Reworked new-hire orientation program to include HR information and organization resources.

· Coordinated operational activities locally, regionally and internationally.

· Keep up with developments in area of expertise by reading current journals, books and magazine articles.

· Present information, using a variety of instructional techniques and formats such as role playing, group discussions, power points, and lectures.

· Offer specific training programs to help workers maintain or improve job skills.

· Instruct job applicants in presenting a positive image by providing help with resume writing, personal appearance, and interview techniques.

· Maintain laptop computers and printer. Updating programs and services for employment.

· Set up equipment for employee use, performing or ensuring proper installation of cables, operating systems, or appropriate software.

· Oversee the daily performance of computer systems.

· HR/PROJECT  COORDINATOR: (Manager) 2005- 2007

Experience

· Acquaintance with the functioning of the human resources department 

· A professional individual with ability to adhere to private and public  ethics 

· Superior information processing abilities that help draft and keep records 

· Ability to communicate proficiently with individuals with varied backgrounds 

· High patience and tolerance levels that help liaise several activities together 

· Assisted project teams with scope definition, Work Breakdown,  Structure sessions, budget estimates, project schedules using Microsoft Project and  Microsoft office software 2007

· Resource allocation, eliciting requirements and writing use cases, risk assessments, risk identification and mitigation, tracking project tasks, project reporting, and documenting lessons learned.

· Develop, implement and manage the recruiting, talent management, and policy strategies for the organization, including: recruiting and retention, compensation, employee relations, and career path development. Provide effective guidance and counsel to management on strategic human resource matters. 

· Manage multiple recruiting requisitions for all areas of the organization and successfully recruit quality employees in a highly competitive market situation. Network and communicate with internal hiring. 

· Coordinate the process to revise and update the Employee Handbook. Improved the manual from a small pamphlet to a professional bound document for employee resource and reference. Developed and implemented new policies, employee referral bonus program, coaching & counseling, standards of conduct, internet and cell phone usage. 

· Analyzed and organized office operations and procedures such as bookkeeping, preparation of payrolls, personnel, information management, filing systems, requisition of supplies, budgets and other managerial duties. 

· Organized the transformation of the company by  critiquing proposals and establishing newly-restructured plans

· Develop and implemented of cost-effective compensation and benefits programs aligned with business strategy and market competitiveness. Benchmarked and analyzed employee benefit plans, recommended changes to executive management, negotiated contracts with benefit service providers, and managed vendor agreements. 
· Develops human resources solutions by collecting and analyzing information; recommending courses of action. 

· Improves manager and employee performance by identifying and clarifying problems; evaluating potential solutions; implementing selected solution; coaching and counseling managers and employees. 

· Completes special projects by clarifying project objective; setting timetables and schedules; conducting research; developing and organizing information; fulfilling transactions. 

· Manages client expectations by communicating project status and issues; resolving concerns; analyzing time and cost issues; preparing reports. 

· Prepares reports by collecting, analyzing, and summarizing data and trends. 

· Protects organization's value by keeping information confidential. 
· Staffing/Program Coordinator :(Supervisor) 2000-2005

Experience
· Planning, scheduling and controlling the budget processes.
· Responsibility for identifying unit description and specification documents to meet compliance.
· Developed relevant short and long-term resource requirements for training and general processes.
· Maintained schedules and identified key dates

· Identified and allocated human and physical resources

· Manage candidate experience – all contract candidate communication from initial phone screen up to and including first day orientation.

· Schedule and facilitate all contingent staff interviews with hiring managers. Update reports on team Share Point site – vendor performance and employee matrix.

· Function as Employee Relations contact for staff on assignment at the foundation.

· Coordinate learning and development projects for full time staff: first day and three day intensive orientation, professional development vendor management, etc.

· Responsible for HR governance and policy deliverance. 

· Managed sourcing, hiring and training activities. 

· Responsible for the design and executive reporting of HR scorecard and metrics for groups supported. 

· Partner with top leadership responsibilities for building and managing overall HR and Payroll operations. 
· HUMAN RESOURCE/ PROJECT COORDINATOR: 1997-2000

Experience
· Daily interfacing with various projects operations , locally, regionally and internationally

· Prepares reports by collecting, analyzing, and summarizing data and trends. 

· Protects organization's value by keeping information confidential. 

· Demonstrated ability to apply sound knowledge to diverse applications such as HRIS Technologies, PeopleSoft 8 application and HRMS systems.
·  Maintained high delivery on all projects.
· Manages client expectations by communicating project status and issues; resolving concerns; analyzing time and cost issues; preparing reports
· Oversee and   organized, directions for coordinating, and managing projects using People soft 8 software.

· Closely coordinated job schedules and needs with all departments to ensure smooth operation

· Management of multiple projects.
· Responsible to maintain and establish strong working relationship with Clients, Subcontractors and Suppliers.
· Maintenance of a smooth daily operation including but not limited to: change orders, schedules, and management of staff, deliveries and job site safety.
· Created and established relationship with new supplier that saved project $40,000 dollars

· Worked in conjunction with Project team to receive certificates to accelerated schedules.
· HUMAN RESOURCE OFFICER: associate 1991-1997
· Support in computing the amount of salaries, benefits and deductions 

· Place purchase orders with food, stationary and office supplies vendors 

· File the documents submitted by the employees in orderly manner 

· Conduct employee background verification check ups 

· Consult with customers to find out what type of work they need done

· Perform a variety of construction & remodeling related jobs

· Use MS Project 2003-2007 software for scheduling

· Received positive feedback from every job done

· Recruit diverse team of professionals in competitive and performance driven markets. Design and deliver innovative retention strategies for reward and recognition, training and development, and residency sponsorship. 

· Coached management on employment laws investigated complaints and successfully resolves employee relations issues.
· Royal Barbados Police   Force — Bridgetown, Barbados: 1985- 1991

· Understand the organization's recruitment requirements and communicate the same to the different job portals for placing recruitment advertisements 

· Call up suitable candidates from the given list and fix up interview sessions with them on behalf of the organization 

· Support the management in making arrangements for holding activities, conducting programs and arranging picnics 

· Report any instance of indiscipline, misbehavior, theft or violation of organizational policies to the higher management for disciplinary action. 

· Present information, using a variety of instructional techniques and formats such as role playing, group discussions, power points, and lectures.
· HR Generalist/ Operations Administrator/ Project Coordinator:

Key Results:

Played a key role in ensuring the successful launch of special intelligence office, structured and implemented programs and policies in the areas of training, compensation structures, benefits packages, incentives and new-employee orientation.

Fostered a teamwork/open-door environment conducive to positive dialogue across the organization. Personal efforts were cited as the driving force behind branch’s employee-retention rate of 89% within the organization.

Brought workers’ compensation overtime program into full compliance. Trained supervisors and associates on procedures to follow in case of injury.
Reduced costs annually through meticulous record-keeping and ensuring that company did not pay for benefits for which employees were ineligible.

Wrote employee manual covering issues including disciplinary procedures, code of conduct, policy and benefits information.

Assist with Introduction Company’s first formal performance review program, creating a flexible and well-received tool that was later adopted.

Revised job descriptions across all levels and categories. “Shadowed” and interviewed employees to construct an accurate picture of the duties and skills required for each position.
Develops human resources solutions by collecting and analyzing information; recommending courses of action.
· Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments. 
Education & Certifications

· Masters in Human resource management: Surrey University — Guildford England: (completed Jan 2012)
   Dissertation “Performance Management and Leadership Behaviour:  What impact do they have

                          on employee outcome in the public service of Barbados”.   
· Bachelor of Arts (BA) in History, (completed 2001):  University of West Indies, Cave Hill, Barbados
· Diploma in Information Technology  ( completed 2002)
Capitol Business School - Hastings, Main Road, Christ Church, Barbados

ON GOING EDUCATIONAL AND DEVELOPMENT CERTIFICATIONS
· Certificate in Project  Management & Project management Professional (PMP) online : George Mason  University : ( Complete,  summer  2012)
· Certificate in Human Resource Management  &  (PHR) online : George Mason University   Complete,  Fall of  2012 )
· Certificate in Business information technology: Advanced Office Skills Certificate,  (Summer 2012, online ):   Edmond’s College
· MBA of Business Administration with a concentration in project management, Aspen University:  Start Date: ( Fall  2012, online )
Of Note (Certifications)
 CERTIFICATION

· Certificate in Intelligence operations

· Certificate   of computer based management

· Certificate  microcomputer applications

· Certificate in money laundering operations
· Certificate of  management  personnel operations

        PROFESSIONAL DEVELOPMENT

· Computer assist database management

· Computer systems administration

· Human Resource Administration

· Micro computer applications
· Certificate in Office Procedures
· Advanced Level Economics

SYSTEMS   EXPERIENCE:
· Knowledge of People soft 8
· Preparation and analysis for  reporting data

· Knowledge of HRMS

· Knowledge of web-based tools.

SOFTWARE SKILLS

· Business research methods: SPSS 18
· Microsoft- office software 2007

· MS-Project  2003-2007

· Office accounting  2007

· Ms-Visio-2007
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