Tess Touve
2143 Steele Street
Longmont, CO 80501
C) 720-270-1157
Tss.touve@gmail.com
[bookmark: _GoBack]Established HR professional, project management, create and deliver orientation in person as well as over WebEx, on-boarding, customer service, benefits liaison/administration, employee relations research and follow-up, compliance auditor, report writer, decision maker, event planner, committee leader, receptionist, internal compliance auditor, report writer, mgmt. guidance/coaching, very easy going, experienced recruiter, policy and procedure research/contributor, fast-tracker.
[bookmark: title]Experience Human Resource Coordinator
[image: Staples]
September 2012 – Present,  1 Environmental Way, Broomfield, CO 80021
303-664-3984
Prepare and deliver New Hire Orientation on-sight as well as over WebEx for off-site locations.  On-Boarding, processing of I-9 verifying, tracking of H1B Visa's,. Update PowerPoint Decks to represent the most current information for orientations, as well as creating other PP decks for other types of presentations. Operate as the liaison/administrator of the company benefits, open enrollment, plan participation HSA/HRA FSA accounts, 401k, ESPP. Provide Mgmt. with information offering suggestions/ideas, needs, and skills appropriate to hire or terminate someone. Prepare and deliver career building presentations to Mgmt. supplied by Skillsoft Corp.  Monitor and maintain the monthly/annual merit review process. Supply customer service to all associates. Responsible for all new hire paperwork as well as termination paperwork. Responsible for exit interviews within this facility and in addition to our Framingham, Washington and Seattle locations. I am the contact for Worker's comp within the facility as well as the contact for FMLA, STD, ADA, ergonomic evaluations.  I am dedicated to running canned and adhoc reports for several internal departments, using our Peoplesoft HRIS system.  These reports were also inclusive for our VP’s and Dir’s.. I work extremely close with my Director on many last minute projects that get added to my daily duties. I enjoy being challenged.


[image: Republic National Distributing Company]Human Resource Administrator
April 2011 – November 2011 (8 months) 8000 Southpark Terrace, Littleton, CO.80120
303-734-2400
Recruiting, HRIS system, new hire orientation, On-boarding, ADP background investigating, Hire-Direct assessments, Taleo system applicant tracking,  Optum HRIS system auditing and report writing usually from canned reports with a minimal exposure to adhoc writing, employee relations, management coaching, benefits liaison, multiple additional projects, dashboard reporting, assign training, create performance goals.

[image: BI Incorporated]   Human Resource Specialist
May 2000 – May 2010 (10 years 1 month) 6400 Lookout Road, Boulder, CO. 80301
303-218-1000
Recruiting/Behavioral Interviewing- vendor/agency relations, posting/placing ads, making hiring decisions/wage determinations, develop/administer interview questions, created a managers toolkit. Three years of recruiting for DHS/ICE working with deportation of aliens within the United States.  I was responsible to handle multiple federal legal documents when hiring associates for the positions working on this contract. There were many qualifications a possible candidate had to meet in order to be moved on to the next step in the hiring process. I held a Private Trust Security Clearance for three years while working on this contract.  Administer company benefits- vendor relations, implement new EE's enrollments, website updates, annual benefits fairs, employee liaison with vendors, HSA/HRA, PPO, FSA accounts, ADA, annual rewards and recognitions
-Handle Employee Relations/mediate/coach- listen to complaints, work with multiple parties to bring resolution, go between mgmt. and staff to mediate, offer solutions, resolve before litigation
-Provide leadership to Management Staff- work side-by-side with mgmt. to help with hiring issues, give advice with legal matters such as ADA, FMLA, STD, Workers Comp, help trouble shoot employee behavior issues, coach for effective leadership
-Deliver orientation/training programs- Developed new hire On-Boarding program, created a "Sponsor" program, deliver Sexual Harassment and Diversity training, coach on Professional standards in Conduct
-HRIS lifecycle- complete data entry for New   Hires/Terminations/Promotions/Demotions/wage increases/department changes within the ADP Enterprise system/Ceridian HPL and ReportSmith/Crystal Reports tools
-Prepare Affirmative Action/EEO reports/VETS100- run reports and process the paperwork involved in maintaining employment law and federal and state compliance. Maintain compliance in all office locations across the US.
- Work with TPA on workers compensation - provide information detailed information and documentation for unemployment claims
-Track job requisitions/applicants- electronically prepare spreadsheets to track applicants and job requisitions, some metrics reporting.  I was also on the Federal team while working in the call center while finishing my Bachelor’s Degree. I was placed on the Federal team for the higher level cases, due to the nature of the more serious offences dealing with the Probation and Parole Federal Officers.
-Continuous education to stay current with new and updated HR trends- attending classes with Mountain States Employers Council, SHRM, Regis Univ.,

[image: Safeway Inc] Departmental Manager (Bakery/Produce)
January 1990 – January 2000 (10 years 1 month)  6900 S. Yosemite St. Centennial, CO. 80112  303-843-7600
Created positive environment for employees
-Offered constructive feedback for growth
-Handled employee relations
-Served as liaison to Union and Company
-Provided leadership
-Supported employee decision processes
-Maintained open-door policy
-Encouraged growth internally
-Drove a successful department
-Increased sales/revenue consistently by 10%
Education
[image: Regis University]  Regis University
Bachelor's, Human Resource Management
1995 – 2001 
Employment Law Certificate 2004, MSEC
RLS Course SHRM 400 PHRM 2006, Regis University
Activities and Societies: SHRM member BAHRA member CHRA member

Systems and Software
Microsoft Office – ADP Enterprise – Ceridian HPL- Peoplesoft – ReportSmith
Crystal Reports – Kronos - Cisco WebEx - Taleo - Optum
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