DENISE KAPPHAHN

1801 Prairie Rose Lane, St. Cloud, Minnesota  56303

Home:  (320) 230-1175      Cell:  320-290-0798      E-mail:  dmkapphahn@yahoo.com

QUALIFICATIONS & SKILLS
· Human Resource Generalist (Staffing, Employee Relations, Communications, Management Coaching, Training,  Benefits, Compensation, Safety, Injury Reporting,  Payroll, Compliance, Records Management)
· Staffing/Employment  (Recruiting, Interviewing, Hiring, Orientation, Benefit Enrollment, Records Management & Compliance)
· Employee Relations  (coaching management & employees,  facilitate discussions, problem solving, documentation)
· Written Communication (corporate communications, employee notifications, customer correspondence, advertisements, recruitment/new hire materials, written processes/instructions, policy development, convention guides, job descriptions)
· Verbal Communication  (customer interaction, management/employee interactions, customer and vendor communications, represent company at events, recruiting and interviewing)
· Customer Service (Meet business needs of management & employees & interact with external clients/vendors, build relations)
· Administrative  (planning, organizing, prioritizing, form completion, file maintenance, required reporting, employment administration, benefit administration, unemployment, FLMA, workers compensation administration, payroll processing)
· Detail Oriented  (precision in preparing/ presenting information, attention to detail, researching, editing)
· Computer  (excellent keyboard  skills, Microsoft Word, Excel, Outlook, Power Point, research, reporting)
· Supervisory (leadership of  HR staff; train, coach, create teamwork environment, skill development) 
PROFESSIONAL EXPERIENCE:
Boys & Girls Clubs of Central MN, St. Cloud, MN


          

 (1/23/2013 – present)

Human Resources Manager

· Manage all HR functions and assist management in a non-profit organization; 225 employees.
· High focus on continuous/seasonal staffing to support 3 Clubs and 14 Kidstop locations.
· Manage employee relations, management coaching, communications, benefits, compensation, payroll, FMLA, Reporting.   
· Legal compliance in employer practices and records management; drive process improvements & build efficiencies.
RIE Coatings, Inc., Eden Valley, MN






(10/2010 – 1/22/2013)
Human Resources Manager

· Manage all HR functions and assist management in a production environment; 70 employees.
· Focus on staffing, employee relations, management coaching, communications, benefits & compensation.   
· Legal compliance in employer practices and records management; drive process improvements & build efficiencies.
· Provided HR leadership in the opening of a new Wisconsin plant; hire of productions employees.
· Planned and executed Iowa plant closing; preparations and communications with affected individuals.
Wolters Kluwer Financial Services, St. Cloud, MN (Bankers Systems)
            
(5/2003 – 4/2010)
Tradeshow Manager - Marketing Department 

· Coordinated company participation/exhibits at tradeshows and conventions; 30 events per year.
· Managed all aspects of show planning, registrations, equipment/service ordering, payments, shipments, 
       communications with convention providers/attendees, conducting  pre-show group meetings & convention support.  
· Strong planning, organizational and administrative skills involving extensive multi-tasking and detail. 
Bankers Systems, Inc., St. Cloud, MN  (A WoltersKluwer Company)


(1/2002 – 5/2003)

Human Resource Consultant – Human Resources Department
· Returned to Bankers Systems performing HR Generalist role as described in earlier employment below. 

· HR Business Liaison to assigned Departments providing assistance to management and employees.  

Sisters of the Order of St. Benedict – St. Scholastica’s, St. Cloud, MN


(8/2000 – 12/2001)

Human Resource Generalist - Retirement Home & Nursing Facility 

· Responsible for all management &administrative responsibilities in a one person HR Office; 100 employees.
· Performed Generalist duties of staffing, employee relations, communications, benefits, social events & payroll.

· Established processes, developed tools to streamline workflow, maintained records, built rapport with employees.

Bankers Systems, Inc., St. Cloud, MN
  (Progressive Human Resource Roles)

(11/1984 – 6/2000)

Human Resource Manager

· Performed HR Generalist responsibilities assisting management/employees in the areas of staffing, employee relations, communications, compensation, benefits, training and safety.

· Managed the staffing function for a corporation of about 850 employees; provided staffing leadership to HR staff.  Recruited, interviewed, hired and provided orientation to new employees in a wide variety of positions.

· Consulted management and employees on issues; facilitated communication, problem solving, performance & terminations.

· Role involved extensive verbal/written communication skills and working intently with employees & managers.
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PRIOR EXPERIENCE

Administrative Secretary - Human Resources Department, Bankers Systems, Inc., St. Cloud, MN
· Directed office workflow, maintained personnel records, developed procedures, communications and forms.
· Communicated information to payroll, calculated insurance reports, managed retirement benefits.
First Grade Teacher - St. Mary’s School, St. Augusta, MN
· Taught all subjects to classes of 25-28 students; planned and prepared weekly lesson plans.

· Maintained student records, completed quarterly reports and held parent/teacher conferences.

Confidential Administrative Secretary - District 742 Schools, St. Cloud, MN 
· Interacted with District administrators, teachers, employees and the public.

· Responsible for office administration; coordinated application process, set up and maintained records, established workflow systems, board meeting preparations and developed communications, forms and procedures.
EDUCATION & PROFESSIONAL DEVELOPMENT:

St. Cloud State University, St. Cloud, MN


Bachelor of Science Degree



Major:  Education
Minor:  Reading  


Minnesota Teaching Certificate - Expired
Attended Seminars/Trainings/Workshops through:

College of St. Thomas, Minneapolis


Resource Training & Solutions, St. Cloud
University of Minnesota, Minneapolis

MHHA Convention – MN Health & Housing Alliance

St. Cloud State University, St. Cloud

SkillPath Seminars – Project Management 2009
SHRM – Society of Human Resource Mgmt

SkillPath Seminars – Management & Leadership 2011
CMSHRM – Central MN SHRM


Knowledge Transfer Inc – Excel 2009
Employers Association, Minneapolis

MN Women’s Convention 2010, Minneapolis

Minnesota Safety Council



Wessels & Sherman Employment Law 2012
Seminar/Workshop Topics:  
· Management:  Personnel Management, Management and Empowerment, Supervisory/Management,              Stress Management, Time Management, Project Management, Management & Leadership Training
· Recruiting:  Behavioral Interviewing, Affirmative Action, Sales Interviewing
· Employee Relations: Consulting, Coaching, Interaction Management, Managing Transitions & Change, Motivation, Myers Briggs Personality Inventory, Diversity
· Compliance: Unemployment, Employment Law Updates, Compensation, Benefits, Safety/Wellness 

· Computer:  Sessions on Word, Excel, Windows, Outlook  E-mail, Network Scheduling
Associations:

· Member SHRM (Society of Human Resources Management)
· Member CMSHRM (Central Minnesota Chapter of Society of Human Resources Management)
· Attend monthly meetings for on-going education and networking.
· Obtained PHR/SHR Study Guide to prepare for HR Certifications.
