ANTHONY T. CRAIG
110 East George Street ▪ Bensenville, Illinois 60106▪ anthonytcraig@yahoo.com ▪ 773-310-4723
Summary of Qualifications
· Detail oriented with 2+ years of experience exercising discretion and good judgment and administering and processing leave of absence requests, disability paperwork, Medical Insurance, and FMLA, WC and unemployment claims
· Provide operational support to business managers. Handle special human resource projects. Service oriented with strong communications skills 
· Proficient in using ADP, HRIS, ATS, Taleo and WorkBrain; Microsoft Office Excel, Outlook, PowerPoint and Word                                                                                                            EDUCATION
Master of Science, Human Resource Management 
Keller Graduate School of Management, Chicago, Illinois - February 2015

Bachelor of Science, Human Resource Management
Northern Illinois University, DeKalb, Illinois – May 2010 
PROFESSIONAL EXPERIENCE

Little Lady Foods Inc.
Staffing Coordinator, Elk Grove Village, IL                                       September 2013-Present
· Enter hours into the payroll system and coordinated the processing of time cards
· Minimized overtime for 130 employees by executing weekly and daily crew schedules for plant operations 
· Utilize available full time employees and contingent workforce vendor as absences occurred
· Maintain employee skills roster for each shift to track skill coverage and gaps
· Update employee records of completed training activities in the HRIS system
· Provide resolution of employee issues in benefits, recruitment, leave and other HR related duties to employees and managers
· Help maintain and coordinate employee recognition programs
· Draft, review and edit disciplinary action forms
· Participate in safety committee meetings
· Represented Little Lady Foods at hiring fairs
Menards Inc.
1st Assistant Frontend Manager, Hillside, Illinois                               July 2012- October 2012
· Supervised and scheduled twenty (20) Front End Associates consisting of cashiers and cart attendants
· Interviewed potential candidates and supervised training for cashiers, loss prevention and lumber yard gate guards
· Correctly balanced the daily deposits and safe accounts three times per day. 
· Documented and informed Corporate office of all General Liability and Employee Injury Claim, Vacation and LOA request

Human Resource Coordinator, Fox Lake, IL                                            May 2011- July 2012
Staffing and Recruiting
· Filled over 60+ positions over 1 year in varies departments utilizing referral programs, Internet sourcing, ad placement, job fairs, community outreach, direct sourcing/cold calling, and networking.
· Implemented management succession planning process, resulting in the smooth transition of hourly employees into a department management position, with minimal external recruiting cost
· Led and handled all phases of recruitment process including drug screening, Background Investigations and reference check, new employee orientation
· Conducted exit interviews for all employees, logged and updated tracking spreadsheet
· Entered all changes into ADP Database including New Hire/Exists, Leave of Absence, Compensation, Job Changes, Department Changes, Transfer, Vacations
Employee Relations
· Develops positive and effective employee communications utilizing various mediums; including newsletters, bulletin boards, notices and/or internal website
· Facilitated a timely and thorough investigation and processing of employee concerns/complaints and gathering of information for claims of harassment, discrimination or unfair treatment
· Processed all benefit changes including verifying eligibility and accuracy of paperwork and entering data correctly into HRIS system
· Managed company strict attendance policy resulting in several terminations
Training and Development
· [bookmark: _GoBack]Implemented varies themed competition programs to increase employee participation in company online training program
· Encouraged department managers to enroll in the company Management Development Program to increase their management skills
· Administered and  monitored the performance appraisal system
2nd Assistant Frontend Manager, Crystal Lake, IL                          November 2010- May 2011
· Supervised and scheduled 30 Front End associates consisting of cashiers and cart attendants
· Balanced the daily deposits and safe counts 3 times per day as required
· Assisted Human Resources with interviewing potential applicants
· Responsible for overseeing and training cashiers, security guards, and loss prevention
· Documented and informed Corporate office of all General Liability and Employee Injury Claims
· Evaluated employee performance and recommend for dismissal or promotion


