
ALAN KOENIG
85 Uinta Way Unit 901  Denver, CO 80230
(720) 301-3215
E-mail:  alan_rockfit@hotmail.com

PROFESSIONAL SUMMARY

· [bookmark: _GoBack]Experienced with administrative functions, payroll, benefits administration, and employee relations for multiple 600+ employee contact centers.  Proficient with MS Office Suite, ADP VirtualEdge ATS, Kronos ATS, Taleo, PeopleSoft, Stromberg, ADP Payroll, ReportSmith, and Lawson applications.
· Effectively handled full-cycle recruitment and high-volume hiring processes.  As part of National Recruiting Team with Connextions, Inc., provided recruiting support to 10 sites for all non-exempt and exempt level recruiting needs.
· Responsible for personnel files, I-9 documentation/record keeping, FMLA/LOA processes, and managing Work Comp and Unemployment cases.

PROFESSIONAL EXPERIENCE

Chipotle Mexican Grill  Denver, CO.
Compliance Specialist (Contract Position)			 05/2014 to 07/2014
· Part of 13 person Compliance Department supporting more than 1600 restaurants within the United States.  The Compliance department is responsible for all immigration compliance for new and current employees as well as Respectful Workplace and background screening administration.
· Reviewed I-9 forms and identification/employment authorization documents. 
· Efficiently and quickly addressed all compliance issues as related to Form I-9 and documents, including Tentative Non-Confirmations (TNC’s), Bad Documents, Expiring Visas, and Form I-9 Reverifications.
· Worked closely with restaurant managers and team leaders on all Compliance related issues for new-hires, rehires, and employee terminations.
· Compliance department managed more than 200 new-hire Form I-9/document reviews daily.

Connextions, Inc.  Centennial, CO
Payroll and Benefits Administrator                                                08/2012 to 04/2013
National Recruiter – National Recruiting Team	                         04/2013 to 05/2014
· Administered Payroll and Benefits functions for 600+ employee contact center.
· Managed weekly payroll processes via Stromberg payroll software, including: Time card verification and processing, timely investigation of all payroll issues and discrepancies.  Coordinated processes between Operations and Human Resources to more effectively manage payroll functions. 
· Coordinated annual Open Enrollment process.  First point of contact for all benefits related questions and concerns.  Served as liaison between employees and insurance company representatives.
· Part of six-member National Recruiting Team, providing recruiting support for 10 contact centers and 10,000+ total employees.  Provided all initial screening/interviewing needs and effectively streamlined recruitment processes between National Recruiting Team and Site recruiting teams.  Sourced candidates via Kronos ATS and utilizing Boolean searches on CareerBuilder.com.  Responsible for posting and maintaining job ads on CareerBuilder.com and Craigslist.org.
· Backup point-of-contact for all criminal background check verifications and reviews.
· Tasked with traveling to new sites for startup recruitment needs.  Successfully hired more than 90 employees in less than one week, handling ATS, criminal background check, drug screening, and misc. onboarding functions.
· Successfully met all assigned requisition deadlines and headcount requirements.

Autocon, Inc.  Frederick, CO                                                        02/2011 to 06/2012
Administrative Assistant
· Managed all A/P and A/R functions 
· Responsible for all project billing tasks including invoicing, correspondence with contractors, and collections.
· Assisted with weekly payroll run and compiling certified payroll reports.
· Maintained all personnel and miscellaneous office filing.
· Handled all incoming phone calls and mail.
· Oversaw the ordering and delivery of job site materials to field technicians.

StarTek, Inc.  Greeley, CO					
Customer Care Representative                                                       10/2003 to 05/2006
Human Resources Generalist/Coordinator                                   05/2006 to 12/2010
· Initiated hiring process for new applicants.  Provided initial computer assessments, background screening, and interviews.  Conducted new-hire orientations and benefits enrollment presentations.  
· Effectively managed payroll processes, data entry, and personnel files for two contact centers and 1,000+ employees.  
· Assisted site HR Manager with employee relations, including investigations, separations, and corrective action delivery and processes.
· Provided customer service for wireless phone customers.  Assisted with payments, account changes, technical assistance, and general customer care issues.

EDUCATION		

University of Northern Colorado Greeley, CO			May 2002		
Bachelor of Arts in Journalism, Minor in Sociology

INTERNSHIP		

United Way of Weld County					Spring 2002
· Wrote success stories for United Way advertising campaigns.
· Interviewed recipients of agency services in person and by phone.


REFERENCES

Available upon request.

			

						
			 
