Norma Kapacinskas, PHR

2443 Weatherford Drive

Pearland, TX 77584

Home Telephone: (713) 436-3759

Cellular: (713) 859-0206

E-mail: janjk@earthlink.net

SUMMARY

A resourceful and energetic Human Resources professional who produces quality work and works well with all levels of the organization.  Have particular skills in:

(Recruitment and Staffing

(Employee Benefits

(Compensation

(Policy Development


(Employee/Labor Relations
(Employment Laws–FLSA, EEO, FMLA, ADA

(Research and Problem Solving

(Risk Management

(Investigations

Professional Experience

Imperial Homes



Houston, TX


6/18/2001 to 1/15/2009


Human Resources Director

Hired as first Human Resources Manager by medium-sized Houston volume homebuilder.   Assisted in growing the business.   Established and provided oversight to the company’s HR Department.    Responsible for a variety of HR generalist functions including the following:  researching, development and implementation of employment-related policies, procedures and practices; HR compliance; staffing processes including recruiting, sourcing, interviewing, employment testing, job offers, completion of new-hire paperwork, orientation and on-boarding; compensation analysis and administration; managing annual performance and salary review processes; developing job evaluations and job descriptions; resolving employee relations issues; benefits selection, administration and open enrollment for insurance and 401(k); employee payroll oversight; and conducting of EEO-related investigations and harassment, diversity and other training. Provided risk management by coaching and advising all levels of management on policies and practices, including employee relations, employment laws, performance appraisals, feedback, disciplinary action and performance improvement plans. Supervised HR Administrator and Receptionist responsible for general office support.

Accomplishments
· Named Staff Manager of the Year in 2005.
· Conducted job evaluations and wrote job descriptions for all positions.

· Updated, expanded and implemented Employee Handbook to conform with employment laws.

· Developed and successfully implemented hiring strategy, including testing plan based on selection criteria, FCRA-compliant background checking procedures and new employee orientation and on-boarding process.

· Developed and successfully implemented compensation philosophy and written policy; established and updated salary ranges based on salary surveys and market conditions.

· Developed and implemented Manager Human Resources Guide and Human Resources Process Manual.

· Developed Family and Medical Leave Act process; successfully implemented same to meet legal requirements when company became covered entity under the law.
· Developed and implemented complaint investigation procedure; conducted investigations and successfully resolved all complaints. 

· Developed and successfully implemented formal performance review procedure and performance improvement plan.

· Developed and delivered anti-harassment and discrimination training.

· Developed and implemented Human Resources filing system and records retention guidelines.
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Lucent Technologies/AT&T

Jacksonville, FL





9/1/1996-9/30/2000


Human Resources Manager

Managed Human Resources functions in a 200-employee technical support call center.  Responsibilities included planning recruitment strategies and performing hiring process from initial job sourcing through new employee orientation for technical, customer service, administrative and management positions.  Evaluated jobs, wrote job descriptions, provided career assessment and development activities, administered FMLA and leave policies and researched employee benefits questions.  Handled first-step union grievances and contract interpretation.  Coached and advised managers on Human Resource policies, practices and employment laws.  Coordinated incentive programs and recognition events.  Supervised administrative assistants responsible for Human Resources, payroll, mailroom, office supplies, accounts payable and call center employee scheduling functions.

Accomplishments

· Received  Division Salute to Excellence Award in 2000, Leadership Award in 1998 and repeat winner of Annual and Quarterly Premiere Associate Awards.







· Redesigned staffing strategy utilizing a variety of sourcing methods and achieved a 33% decrease in hiring timeline without compromising candidate pool quality and diversity.

· Met all hiring deadlines and job requisition numbers requirements. 

· Achieved employee loss rate of less than one loss per month down from an average of 3 losses per month from August, 1999 to August 2000.

· Revised, expanded and delivered new employee orientation package.

· Evaluated jobs and wrote job descriptions resulting in better job matches and reduction of  losses.

· Developed and implemented management selection and promotion processes.

· Successfully resolved labor relations issues limiting second-step grievances to less than two per year,  one EEOC complaint, and no arbitration cases or legal action for complaints for the period between 1996-2000.

· Successfully terminated employees resulting in no rehires as disposition of union grievances during four-year period.

Computer Software Applications

Microsoft Office including Word, Excel and PowerPoint and ADP Payroll PayXpert

Education, Certification, Certificates and Honors

PHR - Professional in Human Resources Designation

Webster University, Jacksonville, Florida - Master of Arts, with Honors, Human Resource Management 

University of Iowa, Iowa City, Iowa - Bachelor of Science - Liberal Studies 

Society for Human Resource Management HR Generalist Certificate

Michigan State University, School of Industrial Relations -  Human Resource Generalist Certificate

Alpha Sigma Lamda National Academic Honor Society


Professional Affiliations 

Society for Human Resource Management

HR Houston and Bay Area Human Resource Association 

