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DEBORAH O’NEILL
816 Hayes Street SW
Tumwater, WA  98512
(360) 584-4911 (Home)
(360) 753-7868 (Office)

OBJECTIVE

To serve as a team member in human resources using my education, analytical skills, and strong work ethic within the public sector.

SKILLS & QUALIFICATIONS 
· Demonstrates exceptional soft skills: communication, interpersonal skills, good intuition
· Effective writer

· Analytical and versatile with ability to maintain a sense of humor under pressure
· Self-starter, knowledgeable of employment laws, state compensation plans, pay for performance measures, and employee development and training 

· Interpret policy and communicate with employers / administrators

· Experience with interviewing, hiring, training and coaching employees for success

· Presenter/trainer of educational training programs 
· Effective, experienced public speaker
· Adaptable to change and flexible

EDUCATION 

Bachelor of Arts, The Evergreen State College, Olympia, WA  

Areas of emphasis:  Business and Public Administration
June 2006
Professional Human Resource Management Certificate 
December 2011
Internship / Apprenticeship Conflict Resolution Mediator
Completed 40-hour Professional Mediation Training

Volunteer, Dispute Resolution Center of Thurston County

October 2011

TRAINING

· Apprenticeship:  Completing practicum in conflict resolution

· Completed Washington State Department of Personnel’s Plain Talk Writing Workshop

· Selected and appointed to serve on Governor’s Interagency Committee of State Employed Women (ICSEW)

· Served on Committee for Working Effectively in Teams

· Developed training handbook for apprenticeship and on the job training programs
PROFESSIONAL EXPERIENCE 

Administrative Assistant.  WA State Higher Education Coordinating Board / State Approving Agency for Veterans’ Education and Training.  From 1997 – Present.
· Serve as principal assisstant to the Director and professional staff of the HECB/State Approving Agency.  Provide professional liaison to higher education administrators, employers, students, stakeholders in the higher education community.   In compliance with state policy and directives explain the criteria necessary for program approval, generates appropriate letters and correspondence, and disseminates information on education, training, and flight school programs.  

· Responsible for implementing and interpreting policies on applications for initial program approval of education and training programs.  Develop, compose, and document summary of review for each program.

· Independently conduct college catalog analysis and reaffirm academic programs of education for public and private four-year colleges and universities for use of the GI Bill.  Analyze college catalogs, revise degree listing to include any new programs, update Program Register, and record program count using Excel spreadsheet.  
· Conduct on-site training and provide technical assistance to employers, students, schools, and training establishments to promote initial program approval.  Set up appointments and meet with employers including but not limited to law enforcement officials, apprenticeship, on-the-job training, and administrators.  
· Plan, organize, and conduct annual supervisory visits to schools in compliance with state directives and federal regulations.  Review and inspect records for compliance with certification, training completed, and invoicing of payments to the Department of Veterans Affairs on students receiving the GI Bill.  Provide assistance, answer questions, and address any problems with certifying officials.  Compose site report and forward to Education Liaison Representative, Department of Veterans Affairs.
· Maintain log of activities in Excel and maintain record-keeping data base. 
· Chair, HECB/2010 Health and Safety Committee

Set monthly meetings, proposed agenda items, and identified time frame.  Reviewed minutes, accident reports, evaluated workplace safety, and made recommendations to executive leadership team.  Met established goals set forth by the committee for the current year.  Coordinated an optional training event for the agency on fire safety in the workplace.  Collaborated with the Washington State Patrol on training for employees in dealing with hostile clients/employees in the workplace.  Moved committee forward on projected goals and expected outcomes.

Outreach Activities

· Research and attend job and career fairs of interest to the HECB/SAA.  Coordinate and conduct outreach fairs on college campuses and to state and local government agencies to promote and encourage use of the GI Bill.  Meet with employers, potential students, and stakeholders. Provide informational brochures, applications, and information materials. Explain HECB/SAA policies and program approval process.  Develop outreach plan for federal fiscal year and work collaboratively with staff and outside stakeholders to achieve common goals with the academic community and the workforce.
Public Speaking

· Represent the HECB/SAA at Washington State Apprenticeship and Training Council Meetings. Develop, outline, and provide report briefing of HECB/SAA activities for the federal fiscal year to panel members of the Council. 

· Washington State Patrol Academy: Develop training materials and organize presentation.  Provide in-classroom training to trooper cadets on the initial VA enrollment certification process, application for education benefits of the GI Bill, and explain process as outlined by the Department of Veterans Affairs.
WORK HISTORY
Washington State Higher Education Coordinating Board, (HECB), Olympia, WA 
1997-Present 
Administrative Assistant 

1983-1997 
Lead Secretary to the Deputy Director for Academic Affairs 

1982-1983

Secretary III, IV

South Puget Sound Community College, Olympia, WA 

1979-1980

Administrative Assistant to Director of Admissions

VOLUNTEER EXPERIENCE
Dispute Resolution Center of Thurston County – October 2011 - present
Apprentice mediator – Observer for mediation cases
Currently completing practicum as professional mediator

Safeplace Women’s Shelter, Olympia, WA 


SANE Advocate


Shelter Volunteer


Speaker’s Bureau


Drafted grant for Safeplace

Received 5-week intensive training course. Worked with victims of domestic violence, answered telephones, prepared reports, and provided coordination with police and hospital personnel.

