Patty Lyons, PHR

3736 S. 195th East Avenue, Broken Arrow, OK  74014            pattylyons@cox.net
 (918) 855-8702

SUMMARY OF QUALIFICATIONS
Proven business professional with ability to improve bottom line results by identifying and implementing value-added process improvements through teamwork and innovation.  Ten years of human resources experience supporting organizations with strong skills in recruiting, training and employee relations. 
· Strategic HR Planning

· Training/Facilitation

· Knowledgeable of HR Best Practices

· HR Compliance
· Collaboration & Leadership Skills

· Performance Accountability 
· Change Management
· Culture Development
Business Accomplishments 
· Managed all HR functions for up to 89 employees while making over 50 improvements using best practices. Improvements included streamlined benefits with shorter wait periods, creative recruiting, automated paid time off reporting, on-time compensation and performance reviews and effective employee relations. 
· Initiated HR compliance to meet federal and state law requirements by revising existing HR policies and the employee handbook. Revisions included mandated FMLA and drug & alcohol policies changes, added a jury duty policy and clarified vacation and other benefit changes.  
· Mentored, trained, coached and supervised up to four full-time employees for ten years who achieved department objectives. Two of those employees were promoted.
· Set up a new Paychex payroll/HR system and wrote over 20 reports to assist managers and vendors make informed decisions.

· Identified and resolved FMLA non-compliance issue by designing and administering program which included management training resulting in consistent implementation and lawsuit costs prevention.  
· Increased job performance of 400 production employees by rewriting 26 position-specific skill requirements utilizing a floor to management approach. The new requirements were communicated to all employees and used in quarterly job-specific performance evaluations.  

Process Improvement/Program Implementation
· Implemented an injury-prevention and cost savings program by designing a job task analysis form, and measured and recorded 26 production positions with an occupational therapist. Post-offer physical ability tests were administered to new hires where at least two job offers were rescinded for not passing the test. At least two high-risk injury tasks were identified and shared with engineering for redesign.

· Generated a DOL Work Related Injury Cost report which gave the president data to support a new safety program that reduced the recordable accident rate from 4.2 to zero in two years. 

· Designed training need analysis surveys and distributed in two languages world-wide to over 1,900 employees. Shared survey data results with appropriate department heads and coordinated non-technical training to target audiences resulting in 95% success rate. 

· Collaborated with engineering management and implemented a technical career enrichment program for 90 engineers to reduce loss of technical expertise due to retirement. 

· Managed the migration of worldwide training records, for 2,800 employees, to a new corporate web-based learning management system (LMS) to track technical, non-technical and safety training.

· Delivered courses on communication, supervisory leadership, company core values and creative problem solving to over 500 individual contributors to mid-management. 

· Used ADDIE model to research and create employee motivational and retention training modules to achieve corporate directives.
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Recruiting Accomplishments

· Reduced employee turnover from 38% to 14% in two years by writing accurate job postings, conducting behavior-based interviews and checking references. 
· Organized and implemented an onsite ‘interview by appointment’ job fair with 22 hiring managers and HR professionals which resulted in hiring 33% of the candidates interviewed.

· Increased applicant flow through progressive marketing initiatives such as new home-grown company website job postings, career website business cards, social networking and radio ads which improved time-to-fill metrics.

PROFESSIONAL EXPERIENCE
Communication Graphics, Inc., Broken Arrow, OK
Human Resources Manager
2008-2010
Independent HR Contractor, Tulsa, OK
Human Resources Support
2007-2008
PACCAR Winch Division, Broken Arrow, OK
Human Resources Supervisor 
2006-2007
Baker Hughes, Inc., Claremore and Tulsa, OK 

2001-2006

Corporate Sr. Learning Representative (2005-2006)

Centrilift Division Human Resources Generalist (2001-2004)
Cameron Glass, Inc., Broken Arrow, OK 
Human Resources Generalist
2000-2001
LSI Staffing Solutions, Tulsa, OK  
   Employment Specialist/Recruiting Manager
1999-2000
EDUCATION

Master’s Degree in Human Relations, The University of Oklahoma, Tulsa, OK

BS Recreation & Leisure Studies; Minor: Sociology, Missouri State University, Springfield, MO

SHRM Business Education: Creating an HR Strategy
SHRM Business Education: Building Strategy for Human Resources Professionals
Center for Leadership Studies:  Situational Leadership
Baker Hughes/Centrilift: Continuous Process Improvement
PROFESSIONAL AFFILIATIONS & LEADERSHIP ROLES
Certified Professional in Human Resources (PHR) since 1998

Tulsa Area Human Resources Association: 2009 & 2010 Learning Lab & Membership committees

Industrial Relations Association (IRA): Vice President 2010-11, President 2004-05

Society for Human Resources Management (SHRM)

Oklahoma HR Conference Committee: 2010 Volunteer Co-Chair; 2008 Registration & PR Co-Chair 
SOFTWARE SKILLS
Microsoft Office & Publisher   (   Applicant Databases: RecruitMAX & HR Smart   (   HRIS: SAP    Paychex Time & Attendance: TimeForce   (   Learning Management System: SumTotal






