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Summary
	Human Resources Manager who focuses on teamwork and leadership while building lasting employee relations. 


Qualifications
	  Ten years of HR Generalist experience 

	  Supervised Office Administration, Accounts Payable/Receivable and IT Departments

	  Designed company marketing campaign, which included recognition, recruitment and retention plans

	  Key player in successfully doubling the size of the company through acquisitions and growth

		  Conducted interviews; completed background and I-9 checks; facilitated offers to candidates

	  Created a pipeline of applicants by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites


  Administered all employee benefits including payroll, flex benefits, FMLA and COBRA

	  Wrote and implemented Policy and Procedure Manuals, as well as Affirmative Action Plans

	  Negotiated with vendors on company and employee insurance, benefits and 401k plans

	  Handled all workers compensation, unemployment and FMLA claims

	  Developed employee review system and compensation analysis/classifications

	  Managed all grievances, disciplinary and adverse actions

	  Trained staff and management team on company policies and procedures
  Participated in annual budget preparation, administration and controlled department costs 

	  High level of community involvement as company representative

	  Planned company and community events 

	  Efficient in QuickBooks, MS Office, Paychex, HRIS, and Social Media


[bookmark: _GoBack]Work Experience
	HR Manager/Firm Administrator, PWB, LLC. 
Plymouth, MN

	Aug. 2013 – May 2014


	 Developed Human Resources Department at a new Firm
 Built trusting relationships and positive energy to insure the Firm is an employer of choice 
 Cultivated relationships with staff and clientele to build strong relations
 Designed marketing and social media campaign to build company recognition    
 Created and implemented employee on-boarding, mentoring and training programs 
 Managed Firm and employee insurance and benefit programs, including health, dental and 401k 
 Administered semi-monthly payroll 


	HR Manager/Firm Administrator, Schlenner Wenner & Co. 
St. Cloud, MN

	Jan. 2005 – July 2013


	 Completed all office and HR tasks for five locations and 80+ employees
 Negotiated and managed all employee benefit programs, including health insurance and 401k 
 Implemented customer service program 
 Developed, wrote and maintained policy and procedure manuals 
 Administered semi-weekly payroll 
 Recruited, interviewed, and selected employees to fill open positions 
 Created and implemented employee on-boarding, mentoring and training programs  
 Managed and completed employee performance appraisals and compensation guidelines
 Supervised staff and coordinated work schedule of Administration, IT, and Accountants  
 Planned and facilitated all company events, including family functions and United Way campaigns
 Designed company marketing campaign, including tag line, video, brochures and social media
 Developed and wrote the company’s monthly newsletter 

	
Office Manager, Bursch Travel 
St. Cloud, MN 

	   
Sept. 2000 – Dec. 2004

	 Human Resources Manager of St. Cloud Office 
 Hired, coached and supervised Corporate, Leisure and Group Travel Departments
 Developed Incentive Department for incentive/recognition programs
 Designed international and national individual/group travel packages
 Redesigned employee review process  


Community Involvement
	Member, Society of Human Resources Management (SHRM)
St. Cloud, MN 

 MNSHRM Foundation Director, 2013-2015
 Speaker Chair of MNSHRM State Conference, 2014
 President of Central Minnesota SHRM, 2011-2012
 Central Minnesota SHRM Board Member, 2005-2012
 Grow awareness and knowledge of the human resources profession 

	  Jan. 2004 – Present

	Member, St. Cloud Area Chamber of Commerce
St. Cloud, MN
	Sept. 2001 – July 2013 

	
 Top Hatter Member, 2012-2013
 Chamber Chair for the city of Waite Park, 2011-2012
 Facilitated monthly chamber meetings

	

	Board Member, St. Cloud State University Alumni
St. Cloud, MN  

 President of Alumni Board, 2007-2008
 Mentor to SCSU Students
 Key contact to the 10,000+ SCSU alumni

	Nov. 2004 – Apr. 2010



Education

	Masters in Management, College of St. Scholastica, Duluth, MN 
	Dec. 2004

	Bachelor of Arts, St. Cloud State University, St. Cloud, MN
	May 1995



