
Jasmine Plunkett

2020 15th Street North # 203 St. Cloud MN, 56303
Phone: 678-910-1095~ Email: plunkett.jasmine@gmail.com
OBJECTIVE:


To obtain a position in human resources that will utilize my analytical, administrative, and operational skills as well as my educational background.

Organizations/Affiliations:
Affiliate member for the Society of Human Resource Management. 

EDUCATION:


St Cloud State University








St. Cloud, MN


Bachelors of Science, Communications

   




December 2013
_________________________________________________________________________________________

WORK EXPERIENCE:
St. Cloud Metropolitan Transit Commission (Metro Bus)



St. Cloud, MN
Human Resource Assistant






                        08/2012-present

· Assists in employee relations answering correspondence and inquiries from applicants concerning job status and employee benefits.
· Coordinates the recruitment and selection process by developing recruitment plan, identifying and scheduling applicable recruitment activities, outreach targets, interview panelists, examinations and interviews. 
· Conducts meetings with hiring authorities to review and recommend allocation of positions and recruitment strategies. Evaluates performance of the department to ensure conformance with department's goals and objectives and eliminate impediments to peak performance.

· Prepare and conduct interview questions, job postings and recruitment advertisements.  Also extends and negotiates employment offers. In charge of on boarding process. 
· Oversees Employee Assistance, Light Duty, Medical examinations, Drug and Alcohol testing, ADA compliance, and FMLA programs.

· Contributes to ensuring that the EEO policies and programs of Metro Bus are carried out.

· Oversee the development, implementation and reporting on Metro Bus Title VI Program to meet State and Federal laws, regulations and administrative standards governing Title VI compliance. 
· Ensures that the provisions of the Labor Agreement are uniformly understood and properly interpreted and administered.
· Coordinates, plans, schedules and monitors pre – employment activities such as background investigations, physical exams, drug screen and reference checks.
· Prepares and presents reports to the Board of Directors, management, committees, and outside agencies.

· Explain and interprets Metro Bus insurance program and options for employee and dependents. Assists with the review and collection of enrollment forms to determine coverage.

Emergent HR Solutions, INC.,






               Atlanta, GA
Human Resource Generalist



   



  01/2007 to 08/2012
· Administered and oversaw the activities of Emergent’s Human Resources programs that include recruitment/selection, employee benefits, workers compensation, position control, HRIS administration, classification/ compensation and records management.  
· Worked with the administrator on higher level projects that integrate business strategy and labor agreement provisions as they relate to human resource services. 
· Participated in the activities at all functional levels as needed and may temporarily perform the duties of a subordinate when necessary.  
· Acted as a trusted advisor of client leaders to assist them in carrying out their business and functional plans.

· Worked with business leaders to effectively lead and execute all annual people processes for organization to include: Performance Management, Talent Assessments/Reviews, Talent Acquisition and Leadership Development.

· Developed & conducted team development/team building strategies both proactively and when necessary to improve team performance. Presents options to leaders on organizational structure, roles & responsibilities, employee development, etc.

· Investigated and drafts responses for external complaints and charges to represent and defend the Company’s position and interests. Partner with internal and external legal counsel when appropriate.

· Managed requests for accommodations (ADA, Religious, and other applicable by law) in their business unit(s) to ensure adherence to all federal, state, and local regulations.

· Facilitated resolution of human resources issues (e.g., escalated benefits and payroll issues, transfers/demotions, departmental/managerial concerns, etc.)

· Provided clarification and interpretation of all company policies, procedures and guidelines.

· Conducted ongoing formal and informal HR training on harassment and discrimination.

· Explained and interpreted government rules, regulations, policies, and procedures for employees and management.

· Monitored and stayed current with human resource trends and practices.

· Participated as required on special projects.
· Proficient in the following HR software:  NEO- GOV, ADP, PeopleSoft and Oracle.
