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Alyson F Bierkness


Objective:	

To obtain a position in the field of human resources, dealing with all areas of recruitment, retention and staff development.


Professional		2002-2003 	Modine Manufacturing                              Ringwood, IL
Experience	

· Human Resources Assistant

· Processed candidate applications and conducted orientations
· Liaised with staff agencies – established recruitment needs during a peak hiring period (increasing factory production resulted in a need for 40% increase in hourly employees in a 6 month period) – communicating candidate requirements and pre-screening requirements to employment agency
· Was responsible for recruitment, induction and onboarding of employees
· Interviewing prospective employees
· Ensuring processing and correspondence on new hire paperwork complied with legal requirements
· Presented company safety policies and procedures, and remuneration and benefits package information to groups of new employees
· Administered post-orientation testing on safety policies and procedures.

· Maintained Worker Compensation and OSHA records
· Conducted investigations of industrial accidents – conducted one-on-one interviews with involved employees and line supervisors,  assessed accident site for safety and made any necessary changes to work area involved.
· Completed legal paperwork in compliance with policies
· Liaised with, and was company contact, with  insurance company and employees in pending Workers Compensation cases, keeping current as per legal requirements.


· Responsible for performing analysis of company’s compensation structure.
· Compiled pay and benefits survey- designed pay and benefits questionnaires and distributed it to a number of similar manufacturing companies in the area.
· Communicated with other leading manufacturing companies in the area to compare remunerations and benefits packages with a view to having comparable packages.
· Analyzed results and presented report to head office before annual in-house pay review


· Administered safety program at the plant to drive a zero safety incident policy. This included:
· Holding safety meetings on a monthly basis with volunteer employees and safety engineers to discuss any recommendations for safety improvements or concerns;
· Carrying out air quality testing - setting up mobile testing units in areas of potentially high pollutants, calibrating machines and reporting results to head office and outside agencies;
· Providing training on any new chemicals or procedures introduced into factory, delivered to all employees;
· Testing employee use of respirators and other breathing equipment, in terms of correct usage and general condition of equipment;
· Carrying out forklift truck training, practical ‘road tests’ and written examinations.



· Participated in employee disciplinary meetings and procedures- communicated with relevant line supervisors and employees in accordance with company policies and relevant legislation.

· Provided customer-service function to plant employees
· Answered any questions pertaining to policies- company, state or nationwide policies.
· Ad-hoc employee requests for 2 shifts of approximately 80 employees per shift and 25 salaried employees.



1998-2000	English Consultants			Poland and Finland

-	English Teacher

· Designed and delivered Business English language courses for all levels of business people, delivered in a business setting.
· Tested students and provided support for junior teachers
· Clients included: Nokia, Kraft, Johnson & Johnson and Philip Morris	

			1997-1998	ScottishPower plc			Glasgow, UK
· Management Development Officer

· Co-ordinated graduate recruitment- participated in design team to redesign company recruitment brochure and application form – fielded all external recruitment enquiries-met with business divisions to discuss their prospective candidates
· Implemented Campus Management Initiative- part of design team to target specific Universities for potential candidates – travelled to Universities presenting to students and marketing company.
· Organised assessment centers and occupational testing- for yearly graduate recruitment drive – coordinated assessment centers for technical and non-technical candidates – involved 3 months of testing and interviewing to choose approximately 100 candidates.
· Co-ordinated fast track management courses- designing residential course with external trainers for identified fast track junior management- involved role play situations, testing and business simulation challenges – communicated with their managers the results and discussed their future career paths.






Additional		Secretarial Positions (2 years in Construction and Financial Industries)
Professional 		Receptionist (1 Year in Health Services Industry)
Experience


College Education	1992-1996	Glasgow Caledonian University	Glasgow, UK

· MA in  Human Resource Management
· BA (Hons) in Business with Information Management

Further  Education	
		
· Studying towards PHR certification 
· Learning Quickbooks 2011







