Cassandra C. Bologna
903 28th Street NW

Rochester, MN  55901

763-923-8293 – E-Mail: philcass@msn.com

EXPERIENCE 
Mayo Clinic – Rochester, MN – 2012-2013

Employee Service Representative
· Disseminate information to employees via phone and through electronic messaging

· Make decisions on how to answer questions by interpreting and weighing information and data from multiple systems and resources

· Ensure accurate, consistent and timely delivery of HR information to all employee types including: retired and active physicians, students, residents, managers.

· Handle inquiries and requests including payroll, benefits, policy and HR procedures

· Summarize and document discussion and outcome of each phone call

· Maintain high knowledge of HR functions and processes
Minneapolis Public Schools – Minneapolis, MN – 2009 – 2011

HR Customer Service Team Leader
· Serve as a lead worker for the HR Customer Service Center.

· Facilitates, direct and monitor Service Center activities to ensure prompt, courteous and accurate responses to customers
· Work in collaboration with the Director and other Service Center staff in developing Service Center standards, Standard Operating Procedures and systems for effective Center functioning
· Partner with other departments within HR to research, create, evaluate, maintain and update a knowledge base for use by all service center staff
· Measure effectiveness of the Service Center using the defined standards and make recommendations for improvement.
· Oversee total records management to ensure data accuracy and integrity to ensure compliance with mandated guidelines, policies and procedures
· Provide support to the Director
· Provide excellent customer service to school sites, the community and other departments by answering questions regarding routine human resources procedures, data and other related areas.
· Process a wide variety of transactional information, including editing, entering and updating personnel and related information into the computerized data system
· Verify applicant availability and process applicant data (i.e. Loan Forgiveness, Licensure updates, Global E-Mails, Background Checks, Student Teachers Background Checks, Employment Verification, Employee Contracts)
· Coordinate applicant screenings, including making facility arrangements, scheduling appointments, confirming screening teams and facilitating screening sessions
· Coordinate process for new hires by scheduling appointments, compiling and verifying hiring materials, assisting with benefits enrollment and bi-weekly Reserve Desk orientation, ensure completion and signing of  I-9 forms 
· Ensure completion of necessary documents for New Hires
· Serve as a resource person in cross-training of staff
· Assist in the development and organization of forms, procedures and data collection techniques regarding negotiations
· Assist in communicating concepts and purposes for the personnel tracking system to other staff
· Other duties/responsibilities as assigned

Ameriprise Financial, Inc. – Minneapolis, MN –2005  - October 2008

HR Project Coordinator/Analyst

· Provide project coordination/management to HR Generalist for Marketing & Corporate Communications

· Review and update AAP data for the Marketing & Communication Dept 

· Support HR Business needs through the transformation of internal and external data into business intelligence through reporting

· Field and develop solutions to general HR related issues

· Drive employee engagement

· Content provider

HR Service Representative II – HR Direct

· Confidently represent the first point of contact of Human Resources

· Accurately assess, troubleshoot and resolve issues
· Answer benefits, payroll, general transactions & other HR related questions
· Escalate issues when necessary
· Process HR and Payroll transactions as required.
Employee Relations Counselor – Employee Relations
· Provide coaching and assistance to leaders and employees to ensure compliance with employment laws and company policies

· Neutral source of mediation

· Analyze and research client inquiries

· Policy interpretation

· Partner with available resources

· Negotiate and influence effectively

· Effective time management

· General knowledge of HR disciplines

· Excellent organization, analytical and follow-up skills

· High degree of sensitivity and discretion

· Good judgment and decision making

· Able to adapt to changing internal and external environment

· Strong oral and written communication skills

· Problem solving & decision making skills to facilitate case resolution

· Identify when cases require escalation and refer accordingly

· Research and identify policies and practices, process improvements, risks and legal ramifications

· Resolve conflicts

Anoka County – Anoka, MN – 1999 – 2005

Office Manager/Supervisor


Manage Office
· Immediate responsibility for supervision of all HR clerical staff

· Interview, select, hire, train HR support staff

· Conduct staff meetings

· Assign tasks, delegate and distribute workload

· Establish schedules to insure adequate coverage

· Develop policies and procedures

· Implement and supervise all aspects of office operations such as payroll, equipment maintenance and use, accounting, space planning, mail and fax procedures. Etc.

· Employee Relations

Payroll

· Complete and submit Payroll Authorization Reports to the Payroll Department
· Handle all Payroll related activities
· Complete Regular and Temporary New Hire and PAN forms
· Review and code employee status changes
· Process Payroll in a timely manner
· Update and maintain exception reports
· Maintain employee database using ORACLE
Special Projects

· Respond to requests for information
· Draft routine correspondence for department staff
· Implement records retention storage procedures
· Maintain records and files retained in inventory storage
· Attend weekly HR/Payroll ORACLE meetings
· Benefits & Compensation Committee; Awards of Excellence; Open Enrollment; Flex Benefits; Recognition Awards; Diversity Committee
EDUCATION

B.S. – Human Resources Management – Northwestern College, St. Paul,  

COMPUTER SKILLS

ORACLE 11i, Visio, Excel, Microsoft Word, PowerPoint, GroupWise, Lotus Notes, PeopleSoft, Outlook, Access, SAP, Remedy, Lawson, ImageNow

