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PROFESSIONAL SUMMARY

An experienced results-oriented Human Resources Leader with demonstrated ability to provide humanistic, motivational, and reliable leadership and management in the Human Resources arena.  Exceptional record of success in assessing and solving organizational and personnel problems with Total Quality Principles and establishing, publishing and implementing numerous programs/procedures and policies.

WORK EXPERIENCE

VMware, Inc., Broomfield, CO						          April 2014 – April 2015
Employment Specialist	(Contract)						
Effectively manages the recruiting initiatives and programs for the Customer Operations and Global Support Services (GSS) groups at a leader in IT Services and virtualization cloud infrastructure solutions.

Key Accomplishments:
· Support the Customer Operations and Global Support Services with their staffing needs
· Source qualified candidates via various avenues; internet, social media, career sites, career fairs, college campuses, and other means to attract passive or active candidates
· Participate in ongoing networking and sourcing to establish a pipeline of qualified candidates
· Conduct in-depth interviews by phone and in person, giving candidates a thorough understanding of VMware  and position expectations
· Partner with Directors  to understand current staffing needs and forecast future staffing needs
· Meet the staffing goals set by the manager
· Compile weekly/monthly activity reports, identify trends and make recommendations
· Maintain professional knowledge and best practices in recruitment and training by attending educational workshops, reviewing professional publications, establishing personal networks and participating in professional societies

Carolinas HealthCare System, Charlotte, NC			                      January 2012 – March 2014
Recruiter / HR Generalist (Contract)                                      
Responsible for the day to day administration, marketing & communication of human resources and recruiting initiatives at a healthcare institution. 

Key Accomplishments:
· Handled posting of job openings and supporting paperwork, including but not limited to: notification of recruitment sources and detailed documentation of responses; tracked applicant pool for EEO recordkeeping; distribution of applicant/resumes to appropriate department heads; scheduled pre-employment drug screenings; verified employment status, hire date, and salary for all new hires
· Scheduled and coordinated interviews with candidates and the hiring teams
· Executed sourcing and recruitment campaigns in line with CHS recruitment marketing plan
· Facilitated candidate targeted events, technical and energy related communities
· Lead the candidate through the hiring process to ensure a positive experience and coached each candidate appropriately at every stage of the process
· Administer compensation programs based on corporate guidelines; participates in job evaluations and pay decisions as required
· Conducted and administered new employee orientation including distribution of all new hire paperwork and communication of all company benefits, policies, and procedures
· Managed the company employee engagement initiatives to include conducting the annual survey and, with senior management, create programs to affect the results
· Provided day-to-day performance management guidance to line management and employees (coaching, counseling and career development)
· Main contact for all employee inquiries regarding policies, procedures and programs
· Identifies legal requirements and government reporting regulations affecting HR functions and ensures policies, procedures, and reporting are in compliance
· Provides support to management in the preparation of performance plans, disciplinary paperwork, and separation notices and related documentation
· Advises and provides assistance to supervisors and managers on identifying, evaluating, and resolving employee relations issues. Ensures consistent treatment of employees and provides coaching to managers on the corrective action process
· Ensures legal compliance by monitoring and implementing applicable Human Resources Federal and State requirements
· Assists in terminations and analyzes exit interview information to identify recurring themes and areas to address
· Support the Total Rewards function, specifically through compensation & benefits analysis, survey completion, and program communication

Dionex Corporation, Chicago, 	IL	                                                         November 2006 – December 2011
HR Generalist / Recruiter		              
Responsible for leading, defining, implementing and overseeing human resources (HR) policies and initiatives for the U.S. and Canada Sales and Service organizations at a leading developer and manufacturer of laboratory systems.

Key Accomplishments:
· Responsible for staffing/recruiting initiatives to include: interviewing, testing, applicant tracking on-boarding and candidate pre-employment coordination 
· Develop HR programs, including consultation, needs identification, research and monitoring, liaison with potential external suppliers, development of supporting policies, and overall implementation
	including the development and delivery of internal information sessions
· Design and deliver policies and services across the organization
· Provide leadership, direction, coaching, support and guidance to leaders on all employee relations issues 
· Liaising, collaborating and contracting with Divisional HR groups on the interpretation of Dionex policies, alignment of strategies and business needs
· Responsible for soliciting feedback with regard to existing programs and services, and seeking input for the development of new programs/services
· Lead and represent the HR perspective with strength and balance on all strategic and operational issues
· Facilitate the effective and efficient resolution of issues, and provide support in areas where additional resources or specialized knowledge is required
· Contributing constructively to the development of HR processes and systems that are aligned across Dionex 
Make recommendations to Managers and staff on employee relations issues
· Execute revisions to current policies and create new policies if needed
· Facilitate training programs 
· Participate in special HR projects e.g., job evaluation, orientation of new staff, employee recognition, employee survey

Vertis, Inc., Columbus, OH                                                                            September 2002 – October 2006
HR Generalist / Recruiting Assistant                                                                                    
Lead the full scope of human resources generalist and recruiting responsibilities at a results-driven marketing communications company that delivers inventive advertising, direct marketing and interactive solutions to prominent brands across North America.
Key Accomplishments:
· Managed recruitment efforts for all positions; monitored career path program; job postings; facilitated interviews
· Facilitated employee orientation and benefits training for new hires
· Administered various human resources plans and procedures for all company personnel; assisted in development and implementation of personnel policies and procedures; prepared and maintained employee handbook and HR policies and procedures
· Served as backup for biweekly payroll using PeopleSoft HRIS/Payroll
· Developed and maintained affirmative action program; files EEO-1 report annually; maintained other records, reports, and logs to conform to EEO regulations
· Handled employee relations counseling and exit interviewing
· Maintained Human Resource Information System records and compiled reports from database
· Maintained compliance with federal and state regulations concerning employment hiring practices
Education

Columbus State Community College  
Associate of Applied Science (AAS) – Labor & Human Resources Mgmt.  

Associations

Denver SHRM (Society Human Resources Management) Chapter 
Columbus SHRM (Society Human Resources Management) Chapter  
Human Resources Association of Central Ohio


