Janelle M. Kolle
9144 Ranchview Lane North, Maple Grove, MN 55369
612.719.0157   jkolle9144@comcast.net

Objective:    Seeking to grow professionally through a position that will utilize my strong project 
                     management ability, presentation skills and leadership abilities in a professional environment                            
                     focused on Human Capital Management.
Education: 	St. Catherine, St. Paul, MN- Bachelor of Arts Degree
Major: Communications Minor: (ASL) American Sign Language 

Capella University, Minneapolis, MN- Masters of Science, Human Resource Management
Related Experience:
Talent Acquisition Manager
Rainbow Tree Company		Minnetonka, MN		November 2012- Present
· Responsible for full recruitment life cycle, including partnering with all levels of management and/or sales to gain a full understanding of business requirements in order to proactively source, screen, and place top quality candidates nationwide, for current and future hiring needs. 
· Manage all recruiting efforts for any openings with in Rainbow; focusing on building pipelines
· Partner with leadership to develop and understand talent needs
· Manage ATS, internal and external sites for postings and assessment systems, train on use
· Host Orientation, first day onboarding, pre-employment screenings, training schedules and continued education
· Build relationships with colleges, local agencies, career fairs, attend industry events
· Maintain vendor relationships- preferred vendor list
· Complete other projects and assignments as assigned 
· [bookmark: _GoBack]Negotiate hiring terms and compensation packages, extend offer and work collaboratively with HR Department to facilitate new hire process and ensure a smooth transition to the team. 
HR Consultant
Tech-Pro, Inc.			Roseville, MN		March2012- December 2012
• Host individual orientations on benefits, policies, time tracking, and enrollment via online tool
• Use VMS (Bullhorn) to process placements, track activities, build internal workflows and templates
• Updated all new hire documents; offers, handbook, corp to corp agreements and maintain legal compliance
• Managed/ Lead open enrollment; communications, billing, questions and vendor management 
• Building internal business processes; screenings, offer/ new hire timeline, assigning ownership of process stages, electronic approvals/ signatures
• Creating employees files, I9 compliance/e-verify, processing audit requests and sponsorship (H1B)
• Running reports for management and twice weekly meetings
• Employment verifications and adding/ terming benefits for employees
• Process improvement and documentation
Human Resources/ Staffing 
Alliant Techsystems, Inc.(ATK)          Multiple Locations, MN 	   September 2008- December 2011
• Process on-boarding for the enterprise: 3 year total of 1,000 offers (34 locations)
• Solidified processes and best practices for Shared Service; created process documentation and manage communications to customers (34 locations)
• Lead role of shared services transition, guided migration and GAP assessments for 19 business units
• Managed service projects for growth: enterprise exit survey (launched), electronic filing (Image Now: AZ)
• Consultant to local HR on corporate policy, HRIS process, legal compliance and employee relations 
• Facilitate data integrity through Authoria, PeopleSoft, ImageNow and SharePoint site
• Manage vendor relations, work direct with internal customers, independently managing communications 
• Managed events across the Mid-West, traveled as a team and individually (5 events a quarter)
• Maintaining stock of recruitment swag, shipped to recruiters direct and all materials to events (50 events and local events 27)
• Lead of internship program (2010, 14 projected interns) for the division: full cycle recruiting
• Weekly, Monthly, Quarterly and Yearly reporting for Senior Management and Talent Acquisition team

Recruitment Coordinator
Hyrian/ United Health Group	 Plymouth, MN 		        	February 2008- June 2008
• Team lead for paperless process initiative, launched new practice, coached and mentored individuals on process changes to draw efficiencies and cost savings (hosted onsite and remote)
• Proactive thinker for recruiters needs and identified potential problems to resolve without  a negative impact to organization
• Hosted learning opportunities for team on internal updates, customers, business/field trends, functional trends; developed interactive training programs for company
• Called candidates to review position profile in detail, prepared them for interviews, scheduled in person interviews with Hiring Managers, maintained calendars for Recruiters 
• Updated ATS data daily based on full cycle recruiting activities in ATS; completed reference checks for every requisition filled as closing activities (Taleo)
• Walked candidates through online assessments and helped with online application questions; problem-solved “live” to be the one stop resource/ contact

Human Capital Coordinator 
Seabury/Organizational Concepts International Minneapolis, MN August 2006- November 2007
• Assisted in launch of a new company wide CRM system (Salesforce) including training/ communication, worked with upper management to create training documents and reports to be used enterprise-wide 
• System administer for division reporting updates and ran custom reports for upper management (CEO)
• Administrator of online assessment tool; benchmarking and interpreting reports, hosted speaking opportunities for onsite trainings and offsite with clients, coached users(Prevue Assessments; required international travel)
• Researched, converted, launched and managed an applicant tracking system for the company
• Wrote candidate profiles, assisted in background checks and drug screening 
• Sourced candidates via web tools, networked and screened, interviewed and referred directly to hiring managers
 • Planned meetings and holiday/ summer events start to finish: guest list creation, catering, venue selection, travel arrangements, decorations, cost and clean up, and managed the budget (3 major events guest list up to 500, budget up to $20,000)
• Prepared new client presentations and coordinated all marketing materials for division including the design of new materials (two rebranding changes) 
• Assisted in the development of the Selection Practice through my support of, and participation in, TPOV, focusing our division work in assessment, talent acquisition, and consulting
• Worked with Wilson Learning, Social Styles, Strengths Finder and Organizational Cultural Inventory (OCI)
Additional Experience:   
Human Resources Assistant; Boston Scientific, Maple Grove, MN October 1996- March 1998 
Activity Assistant; The Phoenix Residence Inc., St. Paul, MN August 2003- June 2004
Group Home Manager; Meriwether Ventures, St. Paul, MN May 2002- September 2004

