ANA BOLEY
2263 Rocky Mountain Ave #101

Loveland, CO 80538

720-473-9473

QUALIFICATIONS

Federal and State Reporting requirements

Able to complete multiple tasks under pressure

Bilingual (Spanish)

Detail oriented

Self starter

Ten-key by touch

Microsoft Office Products 

Hewitt, ADP and SAP Payroll systems

IMS/XPTR System

 Excellent customer service skills
EXPERIENCE
REGIONAL HR Generalist
2004 – 2012      

FRITO-LAY, INC      

CO                                         
Manage all functional areas of Human Resources Department for 240 employees, including Recruitment, Benefits, Employee Relations and Safety and Labor Relations
· Managed and maintained all Personnel files and Worker’s Comp Files
· Implement new HR policies, procedures and practices

· Ensure compliance of Affirmative Action, FMLA , ADA , EML , DOT, Workers Compensation , and OSHA reporting

· Payroll Processing for hourly and commission employees 

· Leave of Absences administration, FMLA and Personal Leaves

HUMAN RESOURCES Administration
1999 – 2004            
MOUNTAIN CITY MEAT
 
CO            
Responsible for all facets of Human Resources 
· Recruitment of exempt, non-exempt and hourly employees
· OSHA 
· Oversaw all systems related to employee benefits and compensation

· Employee relations and conflict resolution

· Planned and conducted new hire orientations and recurrent trainings

· Responsible for team development and employee satisfaction

· Oversaw payroll processing and distribution

· Managed and maintained all personnel files

HUMAN RESOURCES GENERALIST

1994 – 1997          GATE GOURMENT INTERNATIONAL   
CO        
· Assists multi unit departmental management and staff with employee relations issues. Including interpretation of personnel policies, procedures and guidelines,  OSHA and EEO and Benefits Administration
· Payroll processing
· Managed and maintained all personnel files

· Recruitment of exempt , non-exempt and hourly employees

· New hire orientation 

· Maintain a good relationship with local union representatives and negotiate in accordance with the company guidelines and local requirement.
· Ensures the appropriate handling of disciplinary and other employee relations activities

EDUCATION
1988       LA Collège International
        Business Administration
