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Work Experience
METRO COMMUNITY PROVIDER NETWORK -Human Resource Generalist Jan 2016 – present

Responsibilities include:

·  Workers Compensation, safety committee administrator, ergonomics training and assessments.
· FMLA and company leave, ADA interactive process and administration.
· Analyze employment-related data and prepare required reports.
· Partner with management to resolve employee relations issues, such as harassment allegations, work complaints, or other employee concerns.
· Interpret and explain human resources policies, procedures, laws, standards, or regulations.
· Personnel record-keeping, hard copy files and HRIS.
· Write and review documentation for employee disciplinary action to ensure compliance with employment law.
· Point for Annual Enrollment for 400 benefit-eligible employees.
· OSHA reporting and compliance.
· Collaborator for revisions of employee handbook and company policies.
· Exit Interviews and COBRA administration.
· Plan and present at employee functions; annual enrollment, and award ceremonies. 
Whole Foods Market, Boulder & metro Denver, CO , Sep 2006 – Jan 2016
Team Member Services Specialist, Sep 2010 – Jan 2016 

· Accountable for all areas of Human Resources for 250 employees at all levels, which includes training, payroll, benefits, unemployment claims, leave of absence, Worker’s Compensation, and ADA administration.
· Analyze employment-related data and prepare required reports.
· Address employee relations issues, such as harassment allegations, work complaints, or other employee concerns.
· Interpret and explain human resources policies, procedures, laws, standards, or regulations.
· Prepare or maintain employment records related to events such as hiring, termination, leaves, transfers, or promotions, using human resources management system software.
· Provide management with information or training related to interviewing, performance appraisals, counseling techniques, or documentation of performance issues.
· On-boarding for all new hires; to include background screen, I-9’s and WOTC compliance.
· Conduct Annual Enrollment for 250 benefit-eligible employees.
· OSHA reporting and compliance.
· ACA management and compliance.
 
Metro Supervisor Payroll and Benefits, Mar 2013 – Sep 2014 

· Supervised and trained Payroll and Benefits Specialist at three separate locations.
· Weekly visit, monthly meetings, and annual audits for compliance.
· Partnered with Leadership from 4 locations on personnel and corrective action issues.
· Monthly progress reports to regional leadership concerning legal compliance issues and performance concerns.
Accomplishments
· Created and facilitated interview skills classes for team members. 
· Created and facilitated leadership class on corrective action.
· Responsible for creation of regional reporting tool encapsulating actionable tasks for Team and Store Leadership.
· Partnered with Regional Leadership to create and present Human Resource training for multi-state region.
Education

WestWood College, Thornton, CO
Associates of Arts Business Management
Additional Skills
· Exceptional interpersonal skills 
· Compensation analysis
· Social perceptiveness 
· Computer literacy – Microsoft Office Suite
· Human Resources software – PeopleSoft, Kronos, Workday, Success factors, Risk Facs, Paylocity, Equifax, Guardian
· Research and organizational abilities 
· Critical thinking 
· Training and development 
· 15 years of Leadership experience
Credentials and Licenses

SHRM-Certified Professional 2015
Ergonomics OSHA Certification
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