Mary Jo LeDuc
Maple Grove, MN 55369
H 763- 657-0972 C 763-464-7406

 mleduc61@hotmail.com
Professional Statement

 Human Resources Professional . My experience, business acumen and exceptional critical thinking skills create an ideal candidate for your talent acquisition of a  HR Manager/Payroll, Benefits/ Generalist, Administrator, or Excellent Restaurant Management  Candidate. 

Professional Expertise
· Payroll Multi-State/ ADP/ Bargaining Unit- Manage and guarantee weekly disbursement of multi-state payroll, including garnishments, benefits and taxes consistent with federal and state wage and hour laws. Ensure the processing of new hires, temporary workers, transfers, promotions and terminations is accurate and timely. Critically review and analyze current payroll, benefits and tax procedures in order to implement changes leading to best-practice operations. Audit W-4s, payroll balance sheets, YTD earnings. Manager payroll department serving Hundreds of Bargaining Unit and Non-Bargaining Unit/Exempt and non exempt employees.
· Mentor, coach, counsel, train and motivate all levels of the organization with in multiple Human Resources related issues. Ensure consistent, equal, and fair treatment of employees. Provide guidance and support in administering human resources policies and procedures in avoidance of potential legal liabilities. Built the HR Department from inception to Company operational expectations.  
· Administer benefit plans and programs. Benefit Design, Analysis and Administration. Work with Vendors and TPA’s. Administer benefit programs, including Medical, Dental, Work Comp, Flexible Spending, Life, LTD, STD, Cobra and 401 K retirement. Answer employee questions regarding benefits, explain changes to the plan. Manage and track monthly billings and premium payments. Draft employee communications with respect to new benefits.   Conduct Open Enrollment for benefits. Shop for and negotiate the best in Self-funded through Fully insured insurance plans.
· Part of Executive Management team, fostering an environment of  increased revenue,  increased bottom line, technology advancement, HR Metric Stats, Bench Strength, Social Media, Creative Thinking and out of the box performance.
· Compliance with federal and state regulations includes EEO, FLSA, FMLA, ADA, COBRA, HIPAA, ERISA, EPA, OSHA, DMV, DOT and the Affordable Care Act.

· Ensure positions and job descriptions are created, updated, evaluated, and market priced.

· Manage and coordinate performance management and salary planning and administration process.

· Manage the full life cycle recruiting process. Posting Job openings, recruiting, screening and conducting interviews. Coordinating new hire training and paperwork I-9, E-Verify etc with new hires.
· Conduct training in New Hire orientation, complete NH PW, Enrollment for Benefits, Company Policies, etc.

· Creation, execution and implementation of the Company Employee and Company Safety Handbook.

· Manage all Drug Testing:  D.O.T.  Reasonable Suspicion, Pre-Hire.    

· Provide labor/workforce relations/grievance consultation. Negotiate Bargaining Unit labor agreements/contracts.

· Process and maintain all Workers Compensation activity. Completed OSHA records; pioneered Return to Work program to effectively re-assimilate employees. Monitor, and maintain all Safety Programs as required by OSHA. Maintain environmental programs in compliance with Government and environmental agencies. (MN Dept of Health) (OSHA)(EPA).

· Assure compliance with all EEO/AA regulations for compliance with diverse workforce and Governmental job bidding among other mandated specs.

· Report  to CEO, President, Director of Operations, CFO.
· Restaurant operations, including profit and loss, food costs, labor costs and excellent guest service. 

· Manage waste, accurate inventory, accurate accounting, double check deliveries and billing, keep food fresh and maintain portion control, control pilfering, prepare products according to recipe and company specifications, control theft. 

· Measure labor against TPMH, and budgeted hours and Sales Per Man Hour.

· Cut where necessary without interrupting excellent Guest Service, Quality, Service, and Cleanliness.

· Analyze General Ledger, Sales, Controllable expenses, Variable expenses, Net Profit.

· Control Costs, Increase sales, adjust costs to revenue/profit. 

· Accurately identify and diagnosis bottom line profit margin.

· Constant recruiting, sourcing, hiring, training, employees, Safety- Health Department Compliance, Weekly store Inventory.
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Work Experience
Zantigo Mexican Restaurants  Charlotte, NC                                                                                                    2006-2014                                                                                                                        
Human Resources  Manager









Manager of  HR, Benefit, Payroll - Corporate Office NC,-5  MN Locations.

( Owner retired)

JH Larson Electrical Co Plymouth, MN

                                                2001-2006
HR Corporate Manager
Heating, Plumbing and Electrical Distributor- Seven Branches in Three States- Supervise  (.5FTE)

{Left to work for Former Director of Operations .}             

     Bargaining Unit

Fleming Foods Minneapolis, MN
                                                                                                                    1999-2001
HR Division Manager
Retail Grocery Distributor (Rainbow Foods) Supervise (3 FTE)

      Bargaining Unit

{Company Closing: Opportunity with JH Larson}

Volunteers of America   Edina, MN

                                                                                               1994-1999
Staffing Coordinator/HR Manager  
Edina and Crystal Care Long Term Care Centers  


      Bargaining Unit

{Opportunity to obtain a full time Human Resources Position}

Zantigo Mexican Restaurants
Edina MN
                                                                                               1981-1987
Assistant Manager-Area Manager 4 locations, 100+ Non exempt and 100+ Management  Personnel
All facets of running a Multi Unit, $3.75 Million Dollar, Quick Serve Restaurant(s)
{Bought out by Pepsi-C0/Taco Bell}

Education

North Hennepin Community College      Brooklyn Park, MN

General Business Course Work

Education Courses
Train the Trainer, Restaurant Operations, Leadership Abilities, Who moved my Cheese?, The One Minute

Manager, Profit and Loss Analysis, Numerous HR Conventions through SHRM, Word 2007, Excel 2007
Technical Skills 

Microsoft Office Suite 

ADP, Pay Expert, Workforce Now, Quick Books, Report Smith, ADP Reporting, Benefit Expert, E-Z Labor, Kronos and SAP, Quick Books

Various HRIS Systems, 

Affiliations





TCHRA-SHRM

