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CAREER SUMMARY 

Experienced Human Resources professional with demonstrated success in all aspects of HR. Proficient in communication on all levels to build trust and relationships. Served as a valuable resource to identify and establish top talent, implement process improvement, and actively participate in strategic planning.

EMPLOYMENT HISTORY


DTC ENERGY GROUP, INC., Denver, CO						         12/2013 – Present 
Associate Director of Human Resources
Sole HR representative for company assisting in the planning and developing of the Human Resources function to improve and efficiently provide human resources support and services.
· Coordinating HR policies and programs with emphasis on the benefits and payroll areas, insuring that the organization is in full compliance with applicable laws and regulations.
· Works closely with the Executive Committee in developing, implementing and evaluating ongoing HR policies, programs, functions and activities
· Assists with the safety efforts in terms of pre-employment and random drug testing, monitoring online safety compliance program, and specific industry-related safety training such as Well Control certifications
· Research the development and implementation of training programs to enhance organizational effectiveness, and to develop employee skills and improve service 
· Reviewed and made changes to the benefit program to engage and retain employees as part of an ongoing program
· Coordinate and monitor the processing of information related to employment, such as: hires, promotions, transfer, leaves of absences, terminations, and retirements 
· Increased employee headcount from 20 to 60 in less than six months using various recruiting methods
· [bookmark: _GoBack]Work with various types of employment, such as W-2 and 1099
· Serve as the Plan Administrator for compensation and benefits for employees at all levels 


HASELDEN CONSTRUCTION, Centennial, CO					         07/2013 – 11/2013
Human Resources Generalist – CONTRACT position only
· Worked in collaboration with the Human Resources Manager to assist, develop, and execute all Human Resources functions by implementing processes and programs to assist management in accomplishing annual business objectives
· Provided administrative support and guidance in the areas of recruiting and hiring, communication, compensation, benefits, and employee relations
· Essential responsibilities included: Departmental (familiarity with compliance of federal and state regulations, maintaining personnel employee records, assisted in recommending new approaches, policies, and procedures for continual improvements throughout the company, and provided assistance to Payroll to reconcile payroll reports and upload benefit information into carrier’s websites), Employee Relations (HR Calendar, assisted in coordination of company social events and attended social functions as needed, and assisted with the Corporate Apparel program), Recruiting (managed recruiting cycle for internal and external candidates, participation in the execution of college recruiting strategies, employee referrals, posting job openings, and managed and facilitated the onboarding process), and Benefits (open enrollment process and administration of company health, welfare, and retirement benefits)









LIBERTY OILFIELD SERVICES, Denver, CO 					         09/2011 – 06/2013
Human Resources Generalist II 							         08/2012 – 06/2013
Sole HR representative for company driving key HR initiatives across departments, including staffing, performance management, compensation planning, succession planning, training and development, rewards and recognition, organizational effectiveness and employee communication.
· Partnered closely with functional leadership on growth strategies and cost challenges; provided HR guidance and input on decisions to enable and execute these strategies
· Collaborated on a strategic and tactical level with operating leaders on a variety of Human Resource and business-related initiatives to support organization and operational goals
· Served as on-site Human Resources for two weeks in Williston, ND, to build employee relationships, discuss benefits, and build knowledge of field employees’ responsibilities
· Increased employee headcount from 20 to 280 in less than two years
· Actively worked with managers to build a career path for employees, as well as identified opportunities for training, new skill acquisition, and advancement
· Drove change within the organization, to include adoption of new technologies, workflows, staffing models, and organization structures
· Identified and recruited key talent to staff critical roles and build a world-class bench
· Provided executive coaching to department leaders, offering feedback and advice on employee and organizational issues
· Provided interpretation of HR policies, practices and procedures to employees and managers
· Worked with operating leaders and HR counterparts on reorganization and integration activities as required
· Actively worked with leaders and employees to establish and maintain a positive work environment, which encourages the full use of diverse talents and abilities; served as an employee advocate and drove various corporate and division business initiatives
· Received and acted upon employee complaints or grievances to ensure a continuous safe and supportive working environment 
· Administered employee records utilizing multiple software programs and resources, such as Paylocity / PEO 
· Ensured compliance with employment laws and regulations (i.e. EEOC, FMLA, FSLA, W.C., etc.), recognizing differences across states in multiple operational locations throughout Colorado and North Dakota
· Recommended and coordinated employee training activities 
· Served as the Plan Administrator for compensation and benefits for employees at all levels 

Human Resources Administrator / Administrative Assistant  				         09/2011 – 07/2012
· Processed hiring of all personnel in a timely fashion, and initiated / reviewed background check results
· Initiated and helped candidates in arrangements of pre-employment tests as required
· Act as a liaison between all employees and Discovery Outsourcing (Professional Employer Organization) in any employment matters, including payroll submission and processing on a bi-weekly basis
· Enrolled new employees with correct and appropriate paperwork, and processed benefit enrollment
· Maintained company personnel records and changes
· Finalized and maintained LOS company handbook for employees
· Coordinated and track employees’ leave requests, sick days, etc.
· Obtained and organized timecards information for all field employees from management
· Helped with month to month financial and employment updates and data distribution
· Provide other office related support and management tasks

DIRECTV HOME SERVICES, Englewood, CO					         07/2009 – 08/2011
LOA Coordinator, Englewood, CO							         08/2010 – 08/2011
· Coordinated leave administration with DIRECTV’s TPA, carrier, counsel, and HR Generalists (leave of absence requests, Personal, State specific where applicable, Worker’s Compensation, Disability, and FMLA)
· Maintained all appropriate records, reports, and files related to the leave administration in the ADP system
· Completed research to determine trends related to leave history, types, etc. and made recommendations to HR Director on process and policy improvements
· Completed special projects and other complex clerical duties as requested by HR Director
· Provided customer service to employees, HR, and managers throughout leave process
· Acted as a liaison with HR Generalists, Site Managers, and employees on all leaves of absences
· Created and updated all procedures documenting the leave and claims process
· Corresponded with employees and managers by emails, letters, and phone calls and responded to general and complex leave and benefits inquiries in a professional and timely manner
· Collaborated with the HRIS team to perform daily assignments and requests
· Developed Benefit Administration knowledge and understanding to correspond with employees when out on a leave of absence
· Recognized and escalated ADA accommodation requests and light duty requests to HR Director
· Built an exceptional knowledge level of federal and state regulations for leave of absences for multi-state locations throughout US

Site Coordinator, Delta, CO								         07/2009 – 07/2010
· Oversaw day-to-day operations of the field office performance 
· Input and maintained accurate computerized customer and work order databases
· Entered and monitored technician and staff payroll on reporting forms, and confirmed accuracy
· Collected completed work orders to process and manage inventory usage
· Coordinated new hire process that involved working closely with background check and drug test department.
· Processed and handled injury reports to the company’s worker’s compensation carrier
· Built knowledge and understanding of company’s benefits to answer employee questions 
· Confirmed daily office operations were completed, and issued reports as needed to the site manager
· Developed strong proficiency in Microsoft Word and Excel through multiple projects and repeated use
· Handled customer questions, complaints, and inquiries
· Served as receptionist and customer service personnel when needed


EDUCATION


MOUNTAIN STATES EMPLOYERS COUNCIL, Denver, CO			           Candidate, 2014
Professional in Human Resources Certificate 

MOUNTAIN STATES EMPLOYERS COUNCIL, Denver, CO			     Certificate, 08/2013	
Human Resources Certificate 	

MESA STATE COLLEGE, Grand Junction, CO 					            Degree, 05/2009 
Bachelor in Business Administration 	
Concentration in Business Management and Marketing

RELEVANT SOFTWARE EXPERIENCE

· Microsoft Office
· ADP
· Paylocity
· CMiC
· HR Pyramid
· Adobe
· QuickBooks
