Frank O’Conner                                 (Chronological)

14 Raintree Path ( Philadelphia, PA 19103 ( 215-123-4567 ( frank@resumepower.com

GOAL: HUMAN RESOURCE GENERALIST

     Dedicated, top-performing team leader seeking a Human Resources position that capitalizes on leadership             skills, dedication to corporate objectives, and ability to communicate with staff at all organizational levels.

· Recognized by management for ability to tighten controls, improve quality and processes, and build cross-functional teams within manufacturing/ production environments.

· Communicate with and support all levels of the organizational structure, including union/ nonunion personnel and exempt/ nonexempt employees.

· Fully experienced with reporting processes and summarizing production, quality, and staffing issues.

· Skilled at fostering a cohesive, productive, and motivated team environment.  Work closely with colleagues to achieve and exceed corporate goals.

· Creative problem solver, adept at identifying and utilizing an array of resources to meet objectives.

· Continually strive to build upon existing knowledge base through ongoing training and education.  Currently enrolled in accelerated MBA program.

AREAS OF EXPERTISE

· Training and Development

(    Performance Evaluations

(     Administrative Reporting

· Procedural Documentation

(    Quality Assurance


(     Cost Analysis/ Control

· Team Leadership/ Motivation

(    Standards/ Compliance

(     Maintenance Programs

· Union and Nonunion Issues

(     Project Management

(     Process Control

EDUCATION

 Temple University – Philadelphia, PA         Masters in Business Administration, accelerated program, May 2003

 Pennsylvania State University – York, PA   Bachelor of Science, Chemistry, May 1992

CAREER HIGHLIGHTS

ABC COMPANY, LLC. – Philadelphia, PA

Factory Chemist, 1997 to 2002

Directed and trained a union shop of 30 chemists, lab bench men, analysts, and sample carriers.  Closely monitored performance for quality control, provided feedback to staff, completed employee evaluations, and presented recommendations for staff promotions.  Forecasted annual inventory needs and monitored requisition processes.  Collaborated with process engineers and production engineers on process control, compliance, production, and quality issues.  Prepared daily administrative reports regarding inventory, productions, and laboratory results.

Key Accomplishments:

· Improved inventory order efficiency by 40% and reduced rush orders from 75% to 25% by creating inventory spreadsheet to calculate use of over 400 chemicals and supplies.  Actions reduced shipping costs, enhanced project flow, and enhanced on-time project completion.

· Served as key member of quality analysis team that created routine calibration method, which reduced errors and improved accuracy by increasing calibration frequency.

· Created a motivated team environment and optimized performance by cross-training all staff.

· Carried out weekly quality-assurance checks to ensure adherence to quality and safety standards.
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CAREER HIGHLIGHTS (CONTINUED)
PRIME COMPANY, INC. – Doylestown, PA

Laboratory Technician, Quality Assurance, 1995 to 1997

Accountable for conducting daily qualitative production analyses and determining quality of quarry samples for use in production.  Filed daily quality reports with central laboratory, maintained historical database, and monitored inventory levels.  

Key Accomplishments:
· Instituted routine inspection and replacement program, extending life of air-quality motors by 300%.

· Created confirmation process that expedited timely reporting and supported company audits.

· Minimized downtime, reduced costs, and ensured compliance to EPA standards through the development and implementation of formal maintenance program for air-quality motors.

COMMUNITY ACTIVITIES
· State of Pennsylvania Coach License (Soccer), 1998

· State of Pennsylvania Youth Module Coach License (Soccer), 1997

SPECIALIZED SKILLS

Computers:

Windows NT/2000/98/95/3.X, Word, Excel, WordPerfect, Lotus 1-2-3, Quattro Pro,       MS-DOS

Foreign Language:
German (working knowledge)
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