Theresa G. Grove
4850 S. Ammons Street, #950
Littleton, CO 80123
(303) 242-7308   theresa_grove@comcast.net 

	OBJECTIVE
	To utilize my human resources and administrative experience, broaden my knowledge and continue my professional development.

	SKILLS PROFILE




	· Recruitment and new hire orientations, including EEO, drug testing, I9 and E-Verify compliance
· Terminations (voluntary, involuntary/RIFs)
· Compensation and benefits administration, including FMLA, LOA, STD/LTD, COBRA, ADA and workers’ compensation compliance
· Employee relations and training
· Administration of policies and programs
· Records management (personnel, benefits and workers’ compensation) compliance
· Oracles systems (i.e., JD Edwards A/S 400, PeopleSoft and EnterpriseOne)
· Paychex Payroll Processing
· Resume tracking systems such as Personic, PeopleSoft and E-Manager
· Excellent customer service and interpersonal skills
· Excellent verbal and written communication skills
· Proficient in MS Word, Excel, PowerPoint, Access and Outlook 



Employment History

Office Manager/Human Resources, BiO2 Medical, Golden 	02/13 to 05/14
· Day-to-day administration of policies and programs, recruitment, new hire processing, terminations, compensation and benefits, STD/LTD, COBRA, LOA, EEOC and employee relations.  
· Recruit all staffing needs, to include: development of requisitions and job descriptions; coordination of outsourcing needs and electronic postings; receive and review resumes and applications; enter data into a resume tracking spreadsheet for EEO compliance; conduct phone screens and reference checks; coordinate with hiring managers and schedule interviews; and development of job-specific Targeted Selection guides and interview packets.  Prepare offer letters and extend verbal/written offers to candidates, and receive signed offers.
· Conduct new hire orientations; process new hire forms, to include I9 compliance, W4, direct deposits; provide company policies; report to state new hire information; enter new hire data in Payroll system; and create and maintain employee personnel files.
· Developed Targeted Selection Training program and trained all management personnel on use of Targeted Selection for recruiting. Targeted Selection has been instituted as preferred interviewing method.
· Developed an Employee Handbook to communicate policies and programs and to ensure standardization of policies and procedures.
· Developed various HR-specific forms:  Personnel Action Notice; Personnel Requisition; Expense Check Direct Deposit; and Sick Leave and Vacation Request/Reconciliation.
· Analyzed compensation to ensure pay commensurate to job/skills for various jobs.
· Process Personnel Action Notices; obtain management approvals; enter approved salary changes into Payroll (Paychex); and file documentation in Personnel files.
· Explain employee benefits; enter medical, dental, vision and other company benefits elected into various carrier systems; assist employees with resolving employee-benefits issues with carriers; and answer benefits questions. 
· Payroll processing on bi-monthly basis and handling employee pay questions/inquiries.
· Conducted audit of Personnel and Benefits files, as well as I-9 documentation, to ensure compliance.  
· Daily management of office facilities, to include: acquisition of supplies; office furniture and services; office equipment and phone system maintenance; expansion of workstations; and building maintenance and repairs. 
· Shipping and receiving of products and materials in accordance with quality control procedures via USPS, UPS and FEDEX for foreign and domestic shipments.  
· Executive Admin support to Chairman & CEO for calendar scheduling, meetings, conference calls, and travel arrangements; creating presentations and correspondence; maintain filing system; processing expenses; and catering needs.  Assist other executive staff as needed.
· Assist the Vice President of Research & Development with monitoring and filing company Intellectual Property (IP) documents and correspondence.
· Greet employees and visitors; and answer incoming calls and direct accordingly.

Office Manager, OfficeTeam  (Temp Assignment) at BiO2 Medical	10/12 to 02/13
· Maintained controlled documents (standard operating procedures, technical reports, work instructions, quality documents, etc.) in accordance with ISO 13485 quality procedures and practices.  Archived and managed obsolete documents.
· Managed office facilities, to include: acquisition of supplies; office furniture and services; office equipment and phone system maintenance; expansion of workstations; and building maintenance and repairs. 
· Shipped and received products and materials in accordance with quality control procedures via USPS, UPS and FEDEX for foreign and domestic shipments.  
· Provided administrative support to various departments for meetings, conferences, catering, travel and clerical needs.
· Assisted the corporate office with local timesheets and vacation requests.
· Assisted Accounting Department with creation and receipt of purchase orders in QuickBooks.
· Greet employees and visitors; and answer incoming calls and direct accordingly.

Receptionist, OfficeTeam (Temp Assignment) at Net Source	09/12 to 10/12
· Greeted visitors, and received and forwarded incoming calls.

HR Support (Benefits), AimHire (Temp assignment) at Arapahoe/Douglas Mental Health	08/12 to 09/12	
· Supported Human Resources Department with benefits, LOA, FMLA, STD/LTD, unemployment and workers’ comp claims, EEOC and personnel records management.  Prepared Annual Benefits Summary Statements for mailing and audited personnel files.

[bookmark: _GoBack]HR Generalist, Shea Homes	11/00 to 06/11
· Recruited all staffing needs, to include: development of requisitions and job descriptions; advertising and electronic postings; received and reviewed resumes and applications; entered data into a resume tracking spreadsheet for EEO compliance; conducted phone screens and reference checks; coordinated with hiring managers and scheduled interviews; developed job-specific Targeted Selection guides and interview packets; scheduled drug tests; and entered background information into Kroll system for background checks.  Prepared offer letters and extended verbal/written offers to candidates, and received signed offers.
· Conducted new hire orientations; processed new hire forms, to include I9 compliance, W4, direct deposits; provided company policies; reported to state new hire information; entered new hire data in HRIS and created employee personnel files; and submitted required documents to corporate for payroll.
· Analyzed compensation to ensure pay commensurate to job/skills; participated in compensation surveys and reviewed results; developed and processed annual merit increases; and coordinated quarterly bonus payouts and submitted to payroll for processing.  Entered approved salary changes into HRIS and filed documentation in personnel files.
· Explained employee benefits; assisted with enrollment and health assessment entries; and answered questions. Assisted employees with resolving benefits issues and coordinated with carriers.
· Coordinated and executed various employee relations events, including: “Take Your Child to Work Day;” holiday parties; and inner office activities.
· Increased employee participation in the company’s 401(k) plan through presentations and one-on-one meetings—increased participation rate from 70% to 92%.
· Conducted annual open enrollment benefits meetings to communicate plans changes, and re-enrollment requirements.  Ensured employees completed health assessments and benefits enrollments by deadlines—achieved 100% on-time enrollments.
· Prepared various monthly reports for Sr. Management and corporate, to include turnover rates.
· Developed Sales Agreements for commissioned employees on an annual basis, for job changes and new hires.  Worked with Executive Vice President to develop commission percentages.
· Coordinated with inside/outside Legal Counsel on personnel and compliance issues.

HR Specialist/HR Admin Assistant, Time Warner Telecom	12/97 to 10/00
· Recruited sales and marketing personnel for over 11 cities nationwide.  Created requisitions and job descriptions; developed ads and electronic postings; retrieved and reviewed resumes and applications; entered data into resume tracking system; conducted phone screens and reference checks; coordinated with hiring managers and scheduled interviews and drug tests; and conducted background checks.  Prepared, extended and received signed offer letters.
· Conducted new hire orientations and processed new hire forms, to include I9 compliance, W4, direct deposits, company policies, etc.
· Analyzed employee compensation to ensure compensation commensurate with job functions/ skills/ requirements and market data; and developed and processed annual merit increases and incentive bonuses.  Entered salary change data into HRIS.  Provided payroll with data for annual bonus payouts.
· Employee benefits explanation and assistance, to include interface with carriers.
· Stock option allocation and tracking.  Created employee notifications and vesting schedules, and answered questions pertaining to the stock grants program.
· Coordinated and executed various employee relations events, including a 1,000-person IPO party.  Responsibilities included cater and menu selection, budget adherence, employee communications and final execution of the event. 
· Developed annual HR budget projections utilizing historical budget data and provided to upper HR management to finalization.
· Recognized as a Summit of Leader winner, which included a 5-day all expenses paid trip to Kauai, HI, with Sr. Management and 39 other winners plus guests.

HR Administrator, Space Applications Corporation	04/90 to 07/95
· Day-to-day administration of human resources, including: recruitment; new hire orientations; processing new hire paperwork; position changes; and terminations.
· Benefits explanation, enrollment, employee assistance and coordination with carriers.
· Created and maintained personnel and benefits files.

	EDUCation & Training
	High School Diploma, Pinedale High School, Pinedale, Wyoming
Mountain States Employers Council seminars
Human Resources Consultant Certificate, Regis University (seminar)
Peter Stark Negotiating Skills
Stephen Covey’s 7 Habits and What Matters Most
Bob McClendon’s Right Way to Manage and Achieving Results




