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Sylvia M. Tyler
	
	

	Objective
	To obtain a position in your organization that will utilize my experience, leadership abilities, skills and strategic thinking that enables me to work effectively and make a positive contribution to the organization. 

	Work Experience
	
2009 - 2011
Dallas Baptist University
Full-time Student
Dallas, Texas
· Completed coursework for a Bachelor of Arts and Sciences in Psychology with a minor in Communications.  

2007 –  2010
Celanese Corporation
Dallas, Texas
IT Governance Records Retention Administrator
· Reported directly to the Global Records Manager (GRM)
· Project lead on various Premier 400 and IT projects for records retention
· Logistical coordinator for records retention projects and initiatives
· Successfully managed a large Back-Up Tape Disposal project spanning seven countries
· Successfully managed numerous global records retention audits and assessment projects  
· Managed Data Retention SharePoint portal as a site owner and administrator
· Iron Mountain Connect database administrator (Safe-Keeper Plus)
· Recommended and assisted with implementation of records storage and indexing solutions
· Worked to improve the overall record retention efficiency by streamlining current processes
· Prepared training and awareness modules 
· Supported initiation and facilitated network of Records Custodians
· Supported global and cross-functional projects in conjunction with the Legal Department
· Coordinated and facilitated all physical records regional process alignment meetings 
· Researched, selected and facilitated third-party vendor efforts
· Coordinated and participated in weekly global status meetings
· Attained PlanView certification


2006 –2007
Living Hope Medical Services
Little Rock, Arkansas
Senior Mental Health Technician
· Provided drug and behavior modification counseling for adult clients
· Facilitated group and individual counseling for adult services
· Trained and orientated new MHT’s to company policies and program expectations
· Assisted in Clinical Trials (documentation monitored and recorded vitals, patient surveys, and etc.)

2005 –2006
The Elliot Agency (A Farmers Insurance Company)
Little Rock, Arkansas
Office Manager
· Managed and facilitated all organizational improvement projects
· Designed and implemented office policies
· Established standards and procedures
· Initiated record retention practices
· Recruited and managed office staff
· Facilitated training for new customer service representatives
· Maintained financial records
· Negotiated with vendors in ordering, billing and marketing preparation
· Reviewed and approved supply requisitions
· Planned and implemented office systems, layout and equipment procurement
· Designed filing systems

2002 - 2003
Methodist Behavioral Health
Maumelle, Arkansas
Behavioral Instructor/ Part- Time
· Managed a unit of 14-16  adolescent clients
· Facilitated therapeutic groups and activity therapy

1999 - 2005 
Pinnacle Pointe Hospital
Little Rock, Arkansas
Senior Mental Health Technician (MHT) and Shift Supervisor
· Supervised and managed a unit of 18-34 clients (adults, adolescents, and children)
· Unit shift MHT supervisor
· Trained and orientated new MHT’s to company policies and program expectations
· Performance Improvement Team member (members were selected by the organization to develop and implement ideas to increase efficiency and mitigate risk within the program)
· Assisted in staffing the adolescent residential and acute units
· Assisted in Clinical Trials (documentation monitored and recorded vitals, patient surveys, and etc.)
· Facilitated drug and behavior modification counseling (group and individual)
· Assisted in the admission/ discharge of clients
· Kept accurate documentation of patient records
· Documented patient progress charts according to treatment plan

1997 - 1999
A B C Financial Services
North Little Rock, Arkansas
Member Service Representative (MSR) and Trainer
· Solved problems and answered questions regarding customer contracts, benefits, and accounts
· Provided general office assistance in call center
· Orientated and trained new MSR’s 
· Evaluated new MSR’s performance 
· Maintained updated and accurate records of client accounts


	Education/ Certifications
	
Dallas Baptist University - Dallas, Texas - Bachelor of Arts & Sciences in Psychology 
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