Kyle Lewis
Greater Denver Area
214-668-0248
klewis.hr@gmail.com
EXPERIENCE
HR Service Representative






    Denver, CO

ProBuild Holdings (Corporate)




Sept 2014 – Feb 2015
· Provide HR support to all 7 regions:
· primarily responsible for the Northwest region
· work directly with the HR Director and HR Generalist for each region

· Resolve all HR requests/inquiries from employees by:

· contacting ProBuild locations
· partnering with internal departments
· utilizing HR systems, including ADP

· Complete Personnel Change Notifications (PCNs) to facilitate any needed changes 

· these changes included transfers, raises, promotions, sales plans, leave of absences, terminations, department changes, and many others
· keeping with compliance, double-checking entries to ensure correct information is submitted
· contacting requestor (GMs and upper level management) to confirm which precise changes need to be made for the employee according to company policies and guidelines
· Answer and resolve calls received via the HR/Payroll/Benefits/Employee Self Service line

· Educate employees on HR, Benefits and Payroll policies and procedures

· Provide employees with advice/guidance on HR administrative processes

· Create/Maintain spreadsheets, reports and electronic records for data collection and tracking

· Coordinate and assist an HR Process Improvement Team, which includes an associate from each HR department: Recruiting, Compensation, Payroll, & Benefits

· Handled unemployment claims for all 410 locations, assisting GMs with understanding and properly completing unemployment request from the state
Human Resources/Recruiter/Trainer




                 Arvada, CO

Superior Systems, Inc

 



              Dec 2011 – Apr 2014
· Responsible for new-hire paperwork, including I-9’s and W-9’s
· Create, organize and maintain all personnel files 
· Recruit new sales people as needed

· Post ads online and take calls for applicants

· Train our associates in using our equipment and to abide by our policies & procedures

· Conduct interviews and assist in exit interviews
· General administrative duties, including background checks and filing
Server/Trainer



                                                                  Brighton, CO 
Lone Star Steakhouse & Saloon




  Jan 2009 – Dec 2011
· Train new associates on corporate policies & procedures
· Serve Customers and up-sell items with a warm & positive attitude

HR Coordinator




                                             Lufkin, TX

Lowe’s Home Improvement  





 Mar 2006 – Sep 2007

· Conducted orientation and new-hire paperwork
· Oversee all employee skills training and cross-training

· Assisted in interviews and exit interviews
· Responded to exempt and non-exempt associate’s inquiries regarding benefits, payroll, 401k and general company policies

· Participated in job fairs for new hires
· General administrative duties
EDUCATION
Majored in Psychology  (3.5 years completed)   


      Nacogdoches, TX
Stephen F. Austin State University



              Aug 2002 – Dec 2005










 Aug 2007 ​​​​– Dec 2008
