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347-744-0291	LOpaljones@gmail.com
New York City	linkedin.com/in/lisa-o-jones 

PROFILE:  Dynamic, analytical administrative operations and HR leader who drives organizational effectiveness, implementation of best practices, and efficiency. 
· Resourceful, sensible full cycle talent management expert comfortable working with all levels of staff and leadership to build a high-performing organization able to hire and retain quality talent. 
· Organized, strategic planner and nimble problem-solver adept at creating and implementing successful initiatives that respond to business imperatives. 
· Confident relationship manager who is calm under pressure and motivates people to achieve goals. 
· Experienced in instituting HR operations and functions.

CORE CAPABILITIES
Full Cycle Talent Management | Human Resources |Team Leadership| DEI | Process Improvement | Planning | Team Building | Organizational Structuring | Efficiency | Employee Engagement | Management + Supervision | Communication | Compliance + Training | Delegation | Internship Programs | Project Management

EXPERIENCE
NEW YORK CITY DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES, New York, NY	2014 – present
Chief of Staff + Human Resources Business Partner, Office of the General Counsel	
Oversee operations and comprehensive human resources activities for the General Counsel’s office at a 2300-person City agency that provides shared services to support the operations of New York City government. Lead employee relations, talent management, benefits administration, organizational structuring, HRIS, civil service process, training, and more. Supervise Health + Safety team of 8. Manage $5 million budget. Serve on New Hire Success Mapping Committee.
· Establish financial controls including preparing strategic and annual forecasts and budgets; analyzing variances; initiating corrective actions including reducing expenses; and reporting to General Counsel. 
· Lead and set expectations for operations within General Counsel’s office, communicating strategic goals, establishing workflows, organizing training, and monitoring performance. 
· Managed successful facility renovation project from planning through construction and procurement of furniture and equipment.  
· Ensured implementation of automated HRIS (human resources information system) at DCAS, providing accurate requirements and extensive feedback after “go live.” 
· Instituted bimonthly orientation for new staff at DCAS that involved multiple members of General Counsel’s team, with orientations structured according to laws, title, and union affiliation. 
· Enable implementation of Americans with Disabilities Act within NYC government through Health + Safety team and citywide training. 
· Assure appropriate tracking of subpoenas, priority mail, appellant registrations, referrals to Civil Service Commission, and assignments of attorneys to matters. 
· Expand internal race equity as DCAS’s Race Equity Initiative Champion, conducting and presenting research on race equity issues and solutions.
· Represent DCAS in the 2023 NYC Government Job Fair to promote city government and the great opportunities to work for city government, as well as attract diverse applicants for City jobs.

NEW YORK CITY CIVIL SERVICE COMMISSION, New York, NY	2011 – 2014
Director of Operations 
Led planning and oversight of day-to-day operations of a non-mayoral city agency that hears and decides 4000+ appeals annually from individuals regarding Civil Service determinations made by 70 other City agencies. Managed human resources, $1.2 million budget, planning, IT governance, procurement, and policies and procedures. Reported to Chairperson and Vice Chairperson. Supervised staff of 13 and internship program. 
· Improved operational efficiency by revising the civil service appeal process, creating new digital database to track appeal process, and implementing new procedures for monitoring status of current and past appeals. 
· Increased security and confidentiality of Commission’s activities by collaborating with IT team to establish clear governance system and tiers of access permission.  
· Initiated human resources function at agency.   
· Restructured and rationalized Commission’s policies and procedures regarding time and attendance, leave, workflow, and staffing hours.  
· Adjusted operational budgets to promote cost effectiveness and ensure that all agency needs were met.
· Expanded capacity to manage appeals from uniformed services (Police, Fire, Corrections, and EMS) by hiring temporary workers. 

NEW YORK CITY CHARTER REVISION COMMISSION, New York, NY	2010 – 2011
Director of Administration 
Oversaw operations, budget management, human resources, procurement, facilities, and IT/telecommunications for agency devoted to revising New York City’s Charter.  Managed $1 million+ budget. Coordinated long-term organizational planning. Reported to the Commission Chair. Led team of 5 and 6-8 interns.
· Organized strategic planning activity for Charter Commission, facilitating both the Commission’s planning process and implementation of the Charter Revision road map. 
· Coordinated creation of book documenting Charter Revision process with recommendations for future. 
· Streamlined timekeeping and payroll system.
· Assured prompt, effective recruitment, hiring, onboarding, and termination of employees.  
· Developed and implemented comprehensive operations policies and procedures that included generating regular progress reports, assessing performance, and identifying obstacles and unmet needs.  
· Updated personnel policies in consultation with legal counsel. 
· Ensured that procurement activities complied with City policies, and that vendor bills were promptly paid. 
· Spearheaded organization and publicizing of 10 public hearings in the 5 boroughs.  

NEW YORK CITY DEPARTMENT OF FINANCE, New York, NY	2005 – 2010
Director of Operations for Commissioner and First Deputy Commissioner 
Oversaw and managed operations for team of 30 senior management employees overseeing 2000+ employees. Reported directly to the Commissioner, First Deputy Commissioner, and Chief of Staff.  Oversaw HR, budget, administration, and internship program. Supervised team of 7. 
· Ensured OTPS expenditures fell within budget limits. 
· Contributed to building agency culture by organizing leadership and other events.
· Grew agency internship program from 25 to 250 interns from NYC’s 5 boroughs, including high school, undergraduate, graduate, and law school students.  
· Established internship recruitment and hiring practices, competitive compensation levels, onboarding, training and mentorship structure, and guide for supervisors to develop meaningful internships.
· Successfully retained more than 50 interns following their graduation, hiring them full time. 

OFFICE OF THE MAYOR OF NEW YORK CITY, New York, NY	2002 – 2005
Office Manager, Office of the Mayor’s Counsel 
Managed day-to-day operations and special projects for Mayor’s Counsel and Office of the Mayor. Supervised intern program. Handled confidential matters for Mayor Bloomberg and his senior legal staff.
· Produced and tracked large volume of Proclamations, Awards, Executive Orders, and appointment letters for signature by Mayor and Counsel, accurately, on time, and with all necessary approvals.  
· Managed timely processing and accuracy of Freedom of Information Law (FOIL) requests. 
· Ensured high quality staff by collaborating with Human Resources to recruit for all positions. 
· Facilitated hiring of Mayoral and high-level managerial staff at all City agencies.
· Coordinated and tracked CLE courses for staff attorneys from all City agencies.

EDUCATION + CERTIFICATIONS 
CITY UNIVERSITY OF NEW YORK, CITY COLLEGE, BA in Liberal Arts
CORNELL UNIVERSITY INSTITUTE FOR LABOR RELATIONS, Certificate in Human Resources 
CORNELL UNIVERSITY INSTITUTE FOR LABOR RELATIONS, Certificate in Labor Relations
CUNY SCHOOL OF LABOR AND URBAN STUDIES, Advanced Certificate in Public Administration and Public Policy

AFFILIATIONS
SOCIETY OF HUMAN RESOURCES MANAGEMENT (SHRM), Member
