


VAN MILLS, PHR
9501 Raven Lane      Cincinnati, OH 45242      van.d.mills@gmail.com     (763) 439-0917
http://www.linkedin.com/in/vanmills

SUMMARY
Certified Professional in Human Resources with an MBA who is skilled in HRIS and recruiting seeking a position in Colorado where I can utilize my HR knowledge, organizational skills, and detail orientation.  

HUMAN RESOURCES WORK EXPERIENCE
RECRUITING COORDINATOR	August 2014-Present
MERCY HEALTH	Cincinnati, OH

Works in close collaboration with the recruiters for Mercy Health Physicians to provide administrative support in all aspects of talent acquisition from job postings to the post offer process.  Recruits to fill an average of 50+ open clinical positions for the Mercy Health Physician practices.

· Pre-screen 300+ candidates through the Applicant Tracking System, assessments, phone screens, and interviews.
· Screen internal candidates for transfer status eligibility in addition to appropriate match in knowledge, skills, and education.
· Collect and prepare new hire paperwork, conduct background checks and education verifications, mail offer letters, and assist with new hire onboarding.  
· Source passive candidates using Career Builder.
· Communicate with managers to give and receive updates on viable candidates.
· Coordinate and screen current Medical Assisting students for the externship program.
· Participate in Mercy Health recruiting events and job fairs.
HRMS SPECIALIST/HR DATA INTEGRITY SPECIALIST 	 June 2012-August 2014
MERCY HEALTH	Cincinnati, OH
Applied employee data management procedures and processes within the HR Management Systems department.  Facilitated as a main contact for HR related requests from employees and third parties.
· Performed over 200 employee data changes including new hires, terminations, transfers, and status changes in PeopleSoft on a biweekly basis, working closely with HR Coordinators and Payroll.
· Executed PeopleSoft queries and reports to internal clients and third party vendors on weekly, biweekly, and monthly intervals.
· Administered Tuition Reimbursement for over 600 employees attending colleges and universities, handling $1.9 million in tuition reimbursement payments and over 1,100 transactions in 2013.   
· Initiated revisions to the tuition reimbursement policy and application form; educated employees on the revised tuition policy and process.  
· Answered inquiries via phone and e-mail on issues including employment verifications, benefits, paychecks, open enrollment, and general HR questions.
· Trained co-workers and temporary contractors on how to execute various PeopleSoft transactions and handling other HRMS procedures.
· Served on a software testing team for a PeopleSoft system consolidation project, partnering with HRIS to ensure that the consolidated PeopleSoft system functions properly.
HR ASSISTANT (CONTRACTOR)	March 2012-June 2012
STRATEGIC HR INC, SKYLINE CHILI	Cincinnati, OH
Provided HR Administrative support for Strategic HR Inc. and temporary recruiting assistance for Skyline Chili. 
· Updated the Applicant Tracking System for a major client by parsing resumes and attaching interview notes, cover letters, and other documentation.
· Screened resumes of external candidates and conducted phone screeners and reference checks.
· Edited and proofread documents such as handbooks, articles, website content, etc.
· Engaged in recruiting passive restaurant management candidates via a phone and mail campaign.

ASSOCIATE PROGRAMMER - HRIS	June 2001-April 2002
[bookmark: _GoBack]THE TRAVELERS COMPANIES (FORMERLY ST. PAUL COS.)	St. Paul, MN
Created HR data deliverables to support Human Resources and various business divisions.  
· Executed regularly scheduled queries to retrieve employee, payroll, benefits, and executive compensation data with requested parameters.   
· Created new and modified existing Structured Query Reporting (SQR) programs.  
· Gained proficiency with PeopleSoft, Oracle SQL++, and Access.  

OTHER WORK EXPERIENCE
SENIOR RESEARCH ANALYST	March 2010-August 2011
NIELSEN BASES	Cincinnati, OH
RESEARCH ASSOCIATE – PROJECT ANALYTICS	January 2008-February 2010
TAYLOR NELSON SOFRES (TNS)	Cincinnati, OH
RESEARCH ASSOCIATE	July 2006-January 2008
BURKE	Cincinnati, OH
ACCOUNT OPERATIONS SPECIALIST                                                                         April 2002-July 2004
GENERAL MILLS	Minneapolis, MN

EDUCATION AND TRAINING
PHR CERTIFICATION	2014
HR CERTIFICATION INSTITUTE	

MASTERS IN BUSINESS ADMINISTRATION	2006
UNIVERSITY OF WISCONSIN-MADISON	Madison, WI

BACHELORS IN ECONOMICS	2001
ST. OLAF COLLEGE	Northfield, MN









