     SHELLI MACK, SPHR
303-916-1080
shelli.mack@msn.com

PROFILE SUMMARY
Accomplished professional with extensive experience handling a variety of responsibilities. Proven ability to work with individuals at all levels and backgrounds to successfully achieve organizational goals. 

PROFESSIONAL EXPERIENCE
EPE Industries USA, Inc.
	Human Resources Manager							11/2013 – 6/2014
Accountable for all aspects of Human Resources for 11 locations in multiple states. Responsibilities included:
· Implementation of HR department
· Handle all aspects of employee life cycle
· Oversee employee complaints, disciplinary issues, etc.
· Administration of all employee benefits
· Maintenance of personnel records
· Respond to all unemployment claims
· Invoice reconciliation
· Assist with bi-weekly payroll processing utilizing ADP
· Assist managers with recruiting and hiring

PARTNER COLORADO CREDIT UNION
	Part-Time Human Resources Assistant						1/2013 – 11/2013
· Bi-weekly payroll processing utilizing Paycom
· New employee onboarding process
· Administration of all employee benefits
· Maintain HR intranet site

NEW FRONTIER MEDIA, INC.
	Human Resources Director								7/2001 – 12/2012
	Human Resources Manager							6/2000 – 6/2001
   Human Resources Assistant							6/1999 – 5/2000
Accountable for all areas of Human Resources including:
· [bookmark: _GoBack]All responsibilities related to employee life cycle
· Administration of benefits, such as health insurance, disability, FSAs and 401(k)
· Developed and enforced HR policies to ensure compliance with state and federal laws
· Provided guidance and support to managers/supervisors in all employment related matters
· Oversaw all workers’ compensation claims
· Oversaw internal investigations and provided executive team with summary and suggested action
· Assisted payroll manager with bi-weekly payroll processing for 180+ employees 
· Handled HR aspects of multiple acquisitions
· Proficient with Microsoft Office and ADP systems: PayeXpert, HR/Benefits and Enterprise eTIME

EDUCATION
REGIS UNIVERSITY, Denver, Colorado
BA in Psychology

