TANYA E. LEE
26615 S. Creek Dr. Magnolia, TX.  77354 (832) 368-1606/cell tanlee97@yahoo.com 
PROFILE

Professional with over 22 years of Experience in Project Coordination, Project Lead/Management, Technical Writing, Data testing, Instructional Design, Supply Chain, Interviewing SMEs, Change Management (OCM), Translation, Training, Supervising, and Office Management/Administration with qualifications that include: 
· Demonstrated ability as Project Lead performing a wide range of client and technical services, adept in criteria interpretation, effective communicator, excellent customer service skills.
· Expertise in SAP and JDE mainframe system implementation, creating training materials for end users, delivering presentations, writing on-line help text, translating from templates using HTML; instructing training personnel. 
· Outstanding ability to meet with departmental management, gain area expertise, and ascertain specific documentation and business process requirements. 
· Strengths in Project Coordination, monitoring progress, on-time completions within budgetary limits & high-quality standards.
· Long Term Government Project, have satisfactory passed and currently still hold background clearance check.
1. Clearance – Secret Clearance
· Bilingual: Fluently speak and write Spanish and English, including translation

· Computer/Office Skills: Microsoft Word, Excel, PowerPoint, Access, Project, Content Builder, On Demand, Resite, Visio, Captivate **InfoPak**, iTutor, uPerform (Ancile), Audition Tool, HTML, Enable Now, Teams, Knowledge Force/TTS, Learning Management System (LMS), eLearning, Harvard Graphics, STT (Recording tool used in the Army), Type 70 wpm 

EXPERIENCE

Medasource – Houston Methodist   Houston, Texas       		                                       	 7/24 to 12/25
Workday Training Lead/Training Developer

· Helped to develop/create Training Strategy for the Workday platform. 
· Collaborated with a small team to develop training materials, and ensuring users are effectively trained for system implementation and ongoing use. 
· Developed role-based learning paths, collaborating with cross-functional teams, and tracking user adoption and readiness metrics. 
· Developed Training Materials for Workday (QSG-Quick Start Guides) Tip Sheets, End User Guides, and eLearning’s using the Articulate products and Snag It. Areas of development: Human Resources (HCM) which includes Talent Management, Absence, Recruiting, Compensation, Learning, People Experience, Payroll, Benefits, Onboarding and HCM Reporting.  In addition: Finance, Research, and Supply Chain.
· Helped to Coordinate Training for over 34,000 End Users.
· Reviewed Change Requests (Adding/Deleting/Changes).
· Weekly meetings with SMEs, KPMG, and Training Coordinators.
· Supplied weekday updates to OpCo.
· Helped Coordinate access for testers to Workday Community and helped them Navigate their learning paths.


Insight – Clorox and Hersheys   Houston, Texas       		                                       	 9/23 to 04/24
SAP S/4Hana Training Developer/Training Coordinator

· Developed Training Materials for the S/4Hana Transportation Module (QRGs, End User Guides, Work Instructions, Manual for Trainers, etc.).
· Coordinated Training for over 4000 End Users.
· Reviewed Change Requests (Adding/Deleting/Changes) and updated EUT – Training Schedule as needed, on a case-by-case-basis.
· Using Pivot Tables.
· Weekly meetings with SMEs and Training Coordinators
· Manning the Question/Answer in Box



Rogers Corporation/VIP Global   Houston, Texas                                             	      	     	07/22 to 03/23
SAP S/4Hana Training Developer/OCM Change Management

· Developed and reviewed/validated training materials created by the Offshore development team.
· Attended and conducted meetings on Teams to corroborate Training Materials.
· Created Exercises, Data Sheets, QRGs, PPTs, vILTs, and LGs (Learning Guides).
· Used S/4Hana to validate existing training materials and data as necessary.
· Reviewed 84 courses that had been written for technical and grammatical accuracy.
· Worked in the following modules: P2P, PTD (Logistics, Manufacturing, Quality), MDM (Master Data), RTR (Reports), GTS (Finance), STP (Goods Receipts – Transfer Orders), ITO (Work Center).
· Developed a Training Style guide for Grammar, Punctuation, and the correct use of the English Language.
· Developed a Style Guide to use with Enable Now.
· Loaded some data as necessary for the Exercises in SAP S/4Hana.
· Assisted Change Management (OCM) with stakeholder analysis and change/readiness impact assessments.
· Used some of this information to improve practices and procedures for Training and to the Training documentation.
· Worked with Subject Matter Experts (SMEs) to ensure accuracy of the Training Materials.

University of California   Houston, Texas / Santa Cruz, CA.       		                                 01/22 to 07/22
FAMIS 360/SAP/Instructional Designer/Training Developer

· Attended Train the Trainer presentations that were given by the developer, Accruent personnel presented the upgrades/changes that were being configured to the FAMIS 360/SAP system.
· Conducted some Change Management (OCM) activities by arriving on site and holding small classes/demos to present the new system to the End Users thus creating awareness about upcoming changes to the system.
· Helped to direct what courses/classes/transactions would be taught and developed after the Change Management (OCM) activities were conducted.
· Utilized Instructional Design methodologies to create Training Materials for Training (PPTs, QRGs, Exercise Guides, How to Guides, etc.).
· Worked within FAMIS 360/SAP in the Work Order, Time Sheets, Dashboard, and Inventory areas.
· Loaded data to be able to execute Exercises within FAMIS 360/SAP.
· Worked via phone and Zoom with Subject Matter Experts (SMEs) to ensure accuracy of the Training Materials.
· Executed some Training Classes online (ZOOM) and in person.
· Translated some of the materials to Spanish and in addition trained those classes in Spanish, as needed.
· Attended University Meetings, Status meetings, and Training meetings, as needed.

Enbridge International   Houston, Texas       		                                       	        07/21 to 12/21
SAP/IBM SAP/Maximo Instructional Designer/OCM

· Prepared and Administered SAP/MAXIMO Training Materials.
· Used the ADDIE instructional design methodology when preparing the Training Documents.
· Entered / validated Documents into the Project Plan in MS Projects as Documents were completed.
· Validated pre-designed Training Materials.
· Used Teams and Team Channels to create/attend meetings and corroborate Training Materials.
· Created Exercises, QRGs, PPTs, vILTs, LGs (Learning Guides), LMs (Learning Manuals), and WBTs Training Documentation for training.
· Loaded data that was necessary for the Exercises in SAP/Maximo.
· End-user coaching and support as needed.
· Worked with Change Management (OCM) to ensure awareness about upcoming changes to the system and the Training Materials.
· Worked with Subject Matter Experts (SMEs) to ensure accuracy of the Training Materials.
· Worked with Offshore team on WBTs and Assessments in Articulate/Storyline.
· Review PM schedules and data in SAP/Maximo, as needed.
· Worked in SAP/Maximo in Work Order Management, Scheduling, and Reporting.
· Reviewed SAP/Maximo to SAP interfaces, as needed.
· Data testing in Maximo and SAP, as needed.
· Reviewed documents in the LMS.



ILG – Inter Logic Group    Various locations    		                                       	     01/21 to 06/21
SAP Instructional Designer/Training Developer/Trainer

· Participated in meetings to help create and roll-out the Training Schedule.
· Created training Power Points (PPTs) for MRP, Purchasing, Production Planning (PP), Warehouse, Customer Service (CS), and Subcontractor Payables in the SAP R3-6 system. 
· Became proficient is various company “Cockpits” that were created specifically for the client.
· Prepared other training materials (Quick Reference Cards, Job Aids, Data Sheets, and Exercise Guides).
· Created data in SAP to support training for MRP, Purchasing, Production Planning (PP), Customer Service (CS), Scheduling, Warehouse, and Subcontractor Payables.
· Trained the following courses (Online and in Person):
· Commercial, Customer Service, Customer Service Billing, Fieldtrac, Installer Subcontractor Payables, Lot Kick off in SAP, Order Processing, Production Dispatch, Purchasing, Scheduling, Top Shop Overview, and Warehouse.
· Participated in Hypercare, after Go-Live support.

Johnson and Johnson   Albuquerque, NM 		          		                                       03/20 to 01/31/21 

SAP Instructional Designer/Training Developer/Trainer/OCM
· Created Business Process flows for Materials Requirement Planning (MRP), Production Planning (PP) module-Production Scheduling, Production Execution and Quality Assurance (QA).
· Interviewing SMEs about Business Processes. 
· Worked with 3PLs also with the Scanners (iPhones) and how to do this in Neptune (which then in turn talks to SAP to convey information back to SAP).
· Communicated with the system integrators (Deloitte).
· Aided and participated with the Change Management (OCM) team in conducting stakeholder analysis and readiness assessments.
· Created training Power Points for MRP/PE/PS and Quality Assurance (QA) in the SAP R3-6 system. 
· Prepared other training materials (Quick Reference Cards, Job Aids, Work Instructions, and Exercise Guides).
· Trained SAP Basic Navigation via Teams to some new users. 
· Communicated with the Trainers, as necessary.
· Trained Train the Trainer through all phases of training to provide all necessary support.  
· Created data in SAP to support training for Production Planning (MRP/PS/PE) and Quality Assurance.
· Translated documentation into Spanish, as needed and taught above course in Spanish, as needed.

Lehigh Hanson, Inc, Dallas Texas 		          		                                                    03/18 to 01/20
                                              
SAP Test Script Writer/Data Tester/Instructional Designer/Change Management (OCM)
· Wrote Test scripts for the P2P team.
· Wrote Quick Reference Guides and Work Instructions for MDG-S (Material Master Data Supplier) and MDG-M (Material Master Data Management). 
· Participated in Functional Testing 1, 2, 3 and Integration 1, 2, 3.  
· Assisted Change Management (OCM) with assessments to determine how much SAP training would be needed in the field.  For this engagement we sent out user engagement communications which included newsletters for each area/module to determine the courses/transactions that would be needed.
· Developed from start to finish all documentation required for eProcurement.
· Created and Develop MS Excel spreadsheets, as necessary.
· During testing, ran HPQC and SAP simultaneously to test written scripts.
· Built data scenarios in P2P and other modules, as needed.
· Interviewed some of the SMEs and scripted out the Business Processes including Visio Process Flows, etc.
· Learned the new training development tool called TTS/Knowledge Force (will replace Enable Now) to Record transactions (T-codes) and create Power Point Presentations (PPTs), Quick Reference Guides, Short Instructions, Instructor Led Training, SAP Basics Course, and Train the Trainer.
· Worked extensively on the BMPL, creating it and updating, as needed.
· Created/maintained data in SAP to be used during training.

TANCAS, Inc.  Houston, Texas           				          		                 11/01 to 03/18                                               
INDEPENDENT SAP CONSULTANT (Training Developer/Project Lead/Trainer/Change Management (OCM)) – See some project achievements below.
· Developed and wrote end user job aids and quick reference guides for SAP and JD Edwards mainframe documentation systems within the Plant Maintenance (PM), Quality Management (QM), Project Systems (PS), Health, Safety, Inventory Management (IM), Warehouse Management (WM), Materials Management (MM), and Environment (HSE), Point of Sales (POS), Financials (A/R and A/P), and Equipment (EQ).  Within the Plant Maintenance module created documentation for Primavera (scheduling tool).  Created job flow diagrams, business process charts, and Visio document flows.  In addition, also trained (stand-up training) the Central Data Administrator, Basic End User, and the QM Module.
· Developed MM (Materials Management) training materials.
· Developed QRG (Quick Reference Guides) and Exercises w/Content Builder in the JD Edwards Financials (FICO) environment and in the SAP (FICO) financial environment.
· Delivered E-learning courses for Approvals (Budgetary & Financial).
· Created Courses, Work Instructions, Exercises, and User, Guides within the FICO (Financial), Purchasing & Materials Management (MM), Equipment (EQ) modules for Super Users and End Users in the JD Edwards (OneWorld) and SAP environments (Version 4.6 & 4.7).
· Assisted in Change Management (OCM) training needs assessment, as needed.
· Stand up Training as necessary within several different and varied industries (projects below are reflected).
· Analysed Vendors and gave advice on whom to use, when, etc.

RWD Technologies, Inc.  Houston, Texas                                                                          12/99 to 11/01                                                                                                   
ASSOCIATE ANALYST

· Directed a range of client and technical services for this software solutions company based in Houston, Texas.  Wrote and conducted end-user training programs, edited on-line course materials, assessed client-training needs and recommended software upgrades.  Translating and editing Spanish materials when needed.  Developed work instructions using InfoPak.

Documentation Associates Consulting Group. Houston, Texas 		                               8/96 to 11/99	
 SENIOR CONSULTANT

· Developed and wrote end user training manuals, quick reference guides, and on-line help texts for SAP mainframe documentation system within a variety of industries and corporate settings that included sales/distribution, procurement/materials management, and finance/controlling, and human resources.
· Communicated with departmental managers and personnel to assess system needs, learn specific business processes, gain industry expertise, and consult with MIS professionals. 
· Prepared and delivered training seminars to end users and trainers, including extensive testing of all tasks and transactions, ensuring precise operation, editing materials, and reviewing on-line help. 
· Started as a Staff Writer, was promoted to Consultant within first year of hire, then to Senior Consultant 

Key Projects and Achievements: (too many projects to mention – below are just some of them)

· Johnson & Johnson (March-2020 thru Jan 31, 2021) – Wrote and Created End User Training materials including Business Process flows for MRP, Production Scheduling/Execution and Quality Assurance. In addition, I interviewed SMEs to ensure accuracy when writing the business process flowcharts. I was able to interact via Teams with the system integrators (Deloitte) to obtain system information, as needed. Wrote and prepared training materials (Power Points, Quick Reference Cards, Job Aids, Work Instructions, and Exercise Guides). I trained the SAP Basic Navigation course via Teams to some new users. I communicated with the Trainers and conducted Train the Trainer sessions through all phases of training to provide all necessary support.  In addition, I created data in SAP to support all training materials for MRP/PS/PE and Quality Assurance. Executed translation of some documentation into Spanish, as needed.
· Wrote Business Processes for P2P, Interviewed SMEs about those business processes, Creating Visio Process flows for the new business processes, Created Test Script for testing transaction codes in the new SAP R3-6 system.  Training developer for the P2P team and creating training data for the team as well.  Coordinate/prepare training materials, as necessary, for the P2P area. Communicating with Trainers through all phases of training to provide any/and all necessary support for P2P.

· Northrop Grumman (5-01-2009 thru 02-2018) – Northrop Grumman (GCSS-Army Project)-Richmond, Virginia - Developed SAP course materials in the following modules: Procurement, IW/WM, PM Army Logistics, and Organizational Supply (Unit Supply, Property Book).
Interviewed SME (Subject Matter Experts) for the purpose of obtaining content for course materials, transaction guides, quick reference cards, process flows, and cue cards.
· Uploaded training documents and simulations into the learning centre (EMS). 
· Prepared training material for the EPSS (Electronic Performance System).
· Conducted meetings to ascertain training needs.
· Simulated the user of RF scanners to scan material received at the Warehouse.
· Assembled Training Materials utilizing the STT tool purchased for the ARMY and also used Captivate and uPerform (Ancile).
· Developed Process Flows that depict the current processes in Unit Supply and Property Book using MS Visio.
· Use Microsoft Office Suite and STT Trainer to accomplish the work while adhering to the Training Development standards.
· Assisted in Change Management (OCM) assessment duties to determine continuous training needs.
· Participated in the Quality Control process by performing editorial and technical reviews of training materials developed by other training developers.
· Maintained the training materials up to date and may also delivered training.
· Acted as the Project Lead for Property Book/Unit Supply during a 2-year period at GCSS-Army.

· Welch Allyn & Rockwell Automation (4-02-08 thru 03-01-09) - Developed SAP course materials in the following modules: Quality Management (QM) and CRM – (Order management - including Pricing).
· Interviewed SME (Subject Matter Experts-including Call Centre Personnel) to obtain the content of the course materials to accurately decipher what type of training materials needed to be written. We used this information to develop transactions, exercises, and work instructions using the RWD InfoPak and the uPerform tool.  Developed courseware, simulations, exercises, and delivered CRM (Order Management including Pricing) training to End Users (specifically all Distributors at Rockwell Automation in the USA).
· Philips Medical Systems: (5-2-07 thru 4-1-2008) - Acted as Step-In PM on occasion and assisted in developing SAP course materials for O2I including Purchasing and Materials Management using the OnDemand documentation tool and other areas as follows: 
· Interviewed SME (Subject Matter Experts) to obtain the content of the course materials to accurately gauge and distribute the work within the training development team.  We used this information to develop transactions, exercises, and work instructions using the OnDemand tool.  
· Interfaced with functional unit process owners and users to identify, define, and document operational needs and objectives as well as current operational procedures. 
· Defined and documented processes defined by functional unit process owners.  
· Assisted in Generating Visio flows to reflect business processes. 
· Provided technical assistance in training, mentoring and coaching professional and technical staff on matters related to assigned area.  Coordinated with IT as necessary in different technical matters.
· Coordinated with business groups to identify training needs based on business processes.
· Coordinated the development of instructor materials (course outline, background material, and training aids) and student materials (work instructions and job aids).
· Trained users and supported training in the usage of SAP and project systems functionality.
· Maintained effective/cooperative working relationships with process owners, staff, and project consultants.
· Ensured standardization of the training materials within the development (contractor) group.
· Coordinated the development and the revision of courses within the training development group.
· Uploaded training documents and simulations into the learning centre (Learning Management System). Setup and prepare classrooms for training.
· Warner Brothers: (03-01-07 to 5-01-07) - Helped with the Coordination of Training within Deloitte & Touché.  Taking Japanese and Korean screen shots of training SAP environment to help with the training roll-out of Asia-Pacific.
· John Deere: (10-02-06 to 02-28-07) - Developed courses for the IM/WM modules.  Loaded & created data using LSMWs for courses in IM/WM.
· Phelps Dodge: (8-01-2006 thru 10-01-06) - Developed SAP course materials for PP (Production Planning/Execution), FICO (Financials), and Customer Service and developed work instructions/transactions in the MM, PP, FICO, and SD modules for End User Training (EUD) using uPerform and InfoPak tools.
· Weatherford International: (09-30-05 & 2006) - Created documentation for AP & AR, Equipment Maintenance, and Point of Sales in the JD Edwards OneWorld environment. One on one interviews with (SMEs) to determine content of documentation.
· SFWMD (South Florida Water Management District): (06-15-05 to 09-30-05) - Conducted Stand-up Training for Courses in the PM (Plant Maintenance) module. Notifications, Work Orders, etc.
· Global Santa Fe: (1-01-05 to 6-2005) Acted as Project Lead managing the documentation team and other areas as follows: 
· Interviewed SME (Subject Matter Experts) in order to obtain the content of the course materials and to develop the SAP transactions, exercises, and work instructions using the RWD InfoPak tool.  
· Helped to identify, define, and document operational needs and objectives.
· Developed work instructions/transactions (parent-child) within the Financial module using the RWD InfoPak tool.
· Shell Chemical Company: (2004) Created Business Process Flows utilizing Visio 5.0.  Developed training materials and documentation in MM.  Delivered stand up training in the MM & PP modules at Geismar, LA. Wrote transactions for Customer Master Records. 
· Lyondell Chemical (2002-2004) - Developed end-user training materials and documentation for Plant Maintenance and Materials Management.  Updated documentation as needed to the Plant Maintenance (PM) module to keep documentation up to standards.
· Holland Chemical International: (2002) - Developed training materials and documentation for Financial/Controlling (FICO) and Sales & Distribution (SD) modules, Team Leader for Sales & Distribution. Communicated directly with Subject Matter experts whenever updates were needed.  I was completely in charge of the Plant Maintenance (PM) module.  I developed quick reference cards, course materials, work instructions (with InfoPak), job aids, and end-user flows.
· SC Johnson: (2002) - Developed end-user training materials and documentation for Inventory Management and Quality Management.  Developed quick reference cards, course materials, work instructions, job aids, and end-user flows.
· Lennox International: (2002) - Developed work instructions using InfoPak in the FICO module. 
· Pemex y Petroquimica Basica (Mexico)/Pemex (Petrochemical and Gas of Mexico): (2001) – After writing the documentation, I then Translated documentation and training into Spanish (SD, MM, & FICO); set up new office in Mexico City, oriented new staff, & made all living arrangements for arriving personnel.

EDUCATION

Hold a B.B.A.in International Business from the University of Incarnate Word, San Antonio, Texas, 1995.  Certified in Computer Programming, CBM Technical College
