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Human Resources Representative
Seasoned experience, team player with can-do attitude
Extensive background in HR benefits including handling  Open Enrollment, portions of the New Hire Orientation, setting up payroll database system in HRIS and ADP, adding & terming benefits, thorough knowledge of 401(k) & EDD forms, training new employees, and assisting with all aspects within the HR department
Demonstrated success in basic generalist skills, develops team building programs, and co-wrote personnel manuals, job descriptions and reports. Interviews, hires, dismisses and completes employee evaluations
HR Skills
	HR Department 
COBRA Liaison
FMLA/EDD
Understands HR Policies
HRIS/ADP Technologies
	Staff Recruitment & Retention
Front Desk Reception
Fielded Queries & Concerns
Benefits Administration
Worked on Employee Morale Issues
	Orientation & On-Boarding
Training & Development
Exit Interviews
Organizational Development
HR Policies & Procedures


Professional Experience
[bookmark: _GoBack]Beggar’s Opera — Multi State Freelance (AZ, CA, UT, NC, TN & VT)
Provides support for film production companies and private organizations.
Co-Owner, 2000 to Present
Designed concept, researched business, created marketing plan. Maintains budget control, deals with employee retention issues, and trains new employees when needed. Completes and processes new hire paperwork and processes timecards per job as required. Plans meals and snacks for crews of 25-300 plus. Deals with the logistics of exotic animals on sets and hires appropriate wrangler(s) while making sure crew is educated on proper safety precautions.   
Key Results: 
Co-Manages successful supplemental production company
Creates a need for business and gains new clients using various marketing strategies 
Fosters a teamwork/open-door environment conducive to positive dialogue across multiple employees and organizations 
Negotiates salaries and budgets
Wrote employee manual covering issues including disciplinary procedures and code of conduct
Creates all marketing materials
Determines viability of growth vs. quality
Handles recruitment and on-boarding on Production Assistants
Revises job descriptions 
Educates and trains new employees 
Advocates as applicable to each situation 
Successfully researches and casts animals for a variety of production projects
Fine-tuned aspects of the Director of First Impression approach to customer service by optimizing visual, logical and creative assessments of each individual client’s needs


Professional Experience (continued)
Facey Medical FOundation — Mission Hills, CA
A highly respected healthcare company (with 9 locations) employing over 1,200 professionals to serve the Greater Los Angeles Valley.
	HR Representative, 2004 to 2006
	HR Assistant, 2003 to 2004


Brought in as a temp and recruited to stay for front desk coverage and quickly promoted to fulfill a broad range of HR functions not limited to recruiting, training, benefits, and assisting with all aspects of HR records, the annual Open Enrollment, portions of the New Hire Orientation, conflict resolution between employees and insurance carriers, and helped coordinate health fairs to promote a larger selection in the employee pool.
Key Results: Part of team that created a balanced budget and stabilized employees in terms of needs and limitations. Last position held was as HR Benefits Representative.
With Benefits Manager, helped to broker benefits to make options more cost effective to employer and employees
Co-developed company’s annual newsletter to inform employees about changes, options and process before open enrollment season
Devised creative and cost-effective incentives and morale-boosting programs (including special events and a tiered awards structure) that increased employee satisfaction and efficiency
Worked with management to ensure employee needs were met to best encourage productivity 
Reworked new-hire orientation program to include additional HR information and company resources
Saved company thousands of dollars in temp fees by talking on new roles and responsibilities in the HR Department and by screening new candidates applying for open positions 
Kept meticulous records 
Facilitated the process of ED forms, FMLA letters and all COBRA determinations 
Back-up coverage for New Hire processing (Verified that all forms were completed correctly)
Verified benefit charges, added and termed to ensure the recipients of the benefits were eligible and valid 
Proctored exams, scanned resumes, initial screening and gave hiring supervisors input 
As temporary recruiter, decreased open positions by 17%
Met all enrollment dates by updating programs, educating employees, and expediting data entry in an efficient and thorough manner 
Made sure all forms were current and up-to-date
Put together packets and arranged mass mailings
Education & Additional notes
Los Angeles Valley COllege — VALLEY GLEN, CA
Associate of Arts (AA) in Administration of Justice with additional studies in Sociology, Psychology and Animal Science.
Additional affiliations: 
Tutored biology at Valley College
Copy Attendant, Storeroom Assistant, and Storeroom/Word Processing Office Manager at UCLA (Psychology Department)
Administrative Assistant for hospitals, insurance companies, schools and other locations
Receptionist at vet practices in CA & NC
Volunteer for SPCA (Vet Assistant and CCC) and other rescue groups



