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SUMMARY OF SKILLS & ABILITIES 

	HR Management, Talent Acquisition, Benefits & HRIS

	Efficiency-Oriented & Highly Organized

	Leadership, Supervision & Staff Training
	Networking & Relationship Management

	Excellent Communication Skills
	Project & Performance Management 



SOFTWARE & COMPETENCIES 

Microsoft Office (Word, Excel, Outlook, PowerPoint, Publisher, Project and Lync), Adobe Acrobat, Illustrator, Photoshop,SharePoint, CISCO, WebEx, Citrix Go To Meeting, ADP Workforce Now, ADP RM, SAP, Oracle, PeopleSoft, Ultipro, 
Jobvite, Applitrack, Success Factors, WorkDay, Taleo, JAZZ, NeoGov, Easy Time, KRONOS, Sterling Talent Solutions, 
Max Solutions, TIES, rschooltoday, InfiniteCampus, QuickBooks, Concur, & American Express

SHRM Member | Types 75+ WPM  | Lynda.com certified trainer and LMS Moodle subject matter expert

WORK EXPERIENCE  

GPC | NAPA Auto Parts, St. Louis Park, MN							June 2017 – Current
Recruiting Manager – Human Resources 							July 2017 - Current
Senior Human Resources Recruiter 								June 2017 – July 2017
· Talent Acquisition Management, Employee Relations, HRIS, and Training/Staff Development 

Hearthside Foods Solutions, LLC., Lakeville, MN 						April 2017 – June 2017
Employee & Community Relations Supervisor | Senior Recruiter (Contract) 
· Talent Acquisition, Benefits, Employee Relations, HRIS, and Training/Staff Development 

Border Foods, Inc., New Hope, MN							March 2017 – April 2017
Senior Human Resources Generalist (Contract) 
· Talent Acquisition, Benefits, Employee Relations, HRIS, and Training/Staff Development 

Stratasys, Inc., Eden Prairie, MN 							October 2016 – March 2017
Senior Talent Acquisition Specialist (Contract)
· Partnered with recruitment and talent acquisition team in managing full lifecycle recruitment for internal and external positions including, job postings and conducts regular sourcing & searches on all available job boards
· Acted as primary contact for offer letters and internal/external job postings
· Managed the interview process including scheduling and communication of interview details to candidates (detailed directions, dress code, interview logistics)
· Entered and maintained integrity of data in recruiting and HCM database, SAP and produced ad hoc recruiting reports regularly and as necessary
· Managed the pre-employment process & managed the employee referral process
· Recorded invoices, expense reports, and any other financial information for the department and candidates
· Responded to email and phone inquiries directed to the talent acquisition department
· Prepared offer letters for internal and external candidates and explained benefits overview
· Posted positions on job boards and managed Candidate References
· Coordinated travel for external candidates (flights, hotel, transportation, etc)

Skyline Exhibits, Inc., Eagan, MN 							September 2016 – October 2016
Senior Human Resources Generalist (Contract) 					
· Partnered with Senior HR Director with exempt and hourly recruitment and benefit activities. This included: Sourcing, full lifecycle interviewing, coordinating job postings and the interview process/experience, identifying potential candidates, and checking references as well as benefit administration
· Company-wide committee facilitation and participation in the Celebration Committee and facilitated monthly Wellness activities
· Administered employee recognition program and managed employee discount programs
· Liaised with operational department managers to resolve employee questions around benefit packages
· Coordinated and delivered benefit training sessions to current employees
· Coordinated changes to content of HR information on Skyline intranet including policy changes and employee discounts
· Administered pre-placement drug/background screening process for candidates and assisted with miscellaneous onboarding activities
· Ensured the coordination of paperwork for new employees was completed promptly and accurately
· Managed mandatory postings to ensure that they were current for all company locations
· Coordinated companywide training on HR related topics

Questar Assessment, Inc., Apple Valley, MN 						April 2015 – August 2016
Human Resources Manager | Business Partner					October 2015 –  August 2016
Senior Human Resources Recruitment Specialist					April 2015 – October 2015
· Completed high-level administrative and HR tasks in partnership with Corporate HR Manager, Chief Services Officer, President/CEO and others, including calendar management; composing and preparing correspondence; organizing and maintaining electronic and paper files; monitoring and responding to emails; scheduling; and coordinating meetings; and making facility arrangements
· Responsible for full cycle recruitment including, sourcing, screening, interviewing and tracking. Set up phone interviews, on-site interviews and meeting arrangements and agendas with candidates
· Managed the background check and drug screen process for each candidate
· Created HR training programs, documents and PPTs for internal and external use
· Coordinated and managed full on-boarding process and new-hire orientation, including set-up, tear-down, document preparation, food/beverage arrangements and technology needs
· Handled employee concerns and inquiries confidentially and promptly while taking detailed notes
· Controller of companywide training/education program, “Q University”. Handled all attendance, evaluation, memos and mass correspondences as well as creating detailed metrics and insights for management review and record purposes through Lynda.com, Moodle and excel
· Updated and hosted all benefit materials and forms for employees as well as new-hires and explained and trained employees on all benefit offerings and programs
· Coordinated and delivered benefit training sessions to current employees
· Managed & communicated benefit information to current and former employees through one-on-one meetings and coordinated group training sessions
· Managed worker compensation claims and reporting, and generated/delivered monthly benefit enrollment, employee contribution, 401K audit, and termination reports
· Partnered with vendors to resolve claim, billing, and enrollment issues
· Enlisted former employees in COBRA and helped them to resolve related issues
· Complied with MN State and Federal laws, guidelines and policies, including reviewing and processing all Unemployment requests, Employment Verifications and other time sensitive compliance  requests
· Assisted in the implementation and managing of Employee Performance Reviews, Employee Performance Plans (PIPS) and other review/performance-based programs
· HR Liaison to multiple committees including the Volunteer Committee and ‘Moomba’ Committee, (“Fun” Activity Group), Emergency Response Team and other team member groups
· Worked with SAP (HCM system), ADP Workforce, JAZZ, Taleo, Salesforce, Easy Time, DRP, ScorePoint other software/programs
· Managed projects and created a broad variety of documents and materials for team and department needs as well as executives including PowerPoint’s, financial spreadsheets, charts and graphs
· Anticipated needs and prioritized incoming issues, requests and inquiries, including those of a sensitive or confidential nature. Consulted with executives in determining the appropriate course of action, referral or response. Managed workflow independently and follows through to successful completion
· Worked closely with leaders and executives to keep them well informed of upcoming commitments and responsibilities and issues taking place in the internal and external environments





Speiker & Company Ltd, Prior Lake, MN 						November 2014 – March 2015
Senior Human Resources Administrative Specialist (Consultant)	
· Responsible for full lifecycle screening, sourcing and interviewing
· Oversaw benefit plan renewals and prepared & distributed Open Enrollment communications & materials
· Conducted Open Enrollment meetings with employees
· Invoiced, billed, filed and organized client records, and processed daily mailings and assisted in letter writing correspondence with clients, MN Rev, IRS and more as needed
· Completed, submitted and filed W-2, W-4, I-9, and 1099’s

Canterbury Park, Shakopee, MN 							March 2014 – August 2014
Senior Guest Services Supervisor | Human Resources (Consultant) 	
· Hired, trained, scheduled, direct management, and developed Hospitality, Ticket Office, Admissions, Gift Shop, Valet, Shuttle Service, and Special Event team members to build cross functional knowledge of operational processes, industry standards and emerging technologies. Also, provided direction and guidance to Interns
· Conducted performance evaluations on full-time, part-time and seasonal employees in accordance with company policy and procedure; which included providing employees with regular feedback, coaching and counseling
· Analyzed business forecasts and maximized productivity by adjusting schedules accordingly via SAP
· Coordinated with other departments to determine special events operational needs and plan accordingly
· Created guest satisfaction by being perceptive to guests’ needs; by taking ownership for getting things done and working seamlessly with others to help guests be successful
· Initiated and maintained consistent communication and excellent relationships with all season table holders, regular guests and top tier MVPs
· Resolved customer conflicts by demonstrating high levels of patience, tact and diplomacy to defuse anger while collecting accurate information
· Responded to and disseminated guest feedback, interpreted satisfaction or service failure measurements and made adjustments as necessary
· Updated training manuals and created and located resources to grow staff understanding
· Maintained accurate accident/incident reports and conducted job specific and safety training
· Generated Ticket Office financial reports for Guest Services revenues and generated financial reports and abide by set departmental budget

Options Family and Behavior Services, Burnsville, MN 					August 2013 – March 2014
Senior Human Resources Intake Office Coordinator
· Helped hire, staff, start, coordinate, plan and manage the creation of a new clinic and talent in Roseville, MN and was responsible for the operations, office and intake at the clinic as well as helping manage the headquarters/Burnsville location
· Administration of health and welfare plans for employees, including medical, dental, disability, life insurance, vision, 401K, Flexible Spending, HRA and HSA
· Responsible for the Intake/Office-Front Desk Staff for the Options Family and Behavior Services Clinics and reported directly to Program Director and assisted and supported her. Worked closely with management and executive team on company initiatives, and worked with other departments; responsible for assisting them in capacities such as the ARMHS, ILS/BA, Options Residential (partner company) departments
· Responsible for conducting all Intake and coordinating, scheduling and managing appointments, diagnostic assessments, therapy appointments as well as various other treatment related appointments and coordinated all Insurance and Authorization verification's and worked closely with the Billing and Business Department through SAP and PeopleSoft
· Created multiple training manuals, guides, tutorials and offers many new ideas and strategies for company growth, consistency and efficiency. Planed and attended staff development, supervision and training meetings

Shakopee ISD #720, Shakopee, MN 							October 2012 – August 2013
District Services – Office Specialist | Marketing, Web & Social Media	
· Managed, maintained, and promoted Community Education website, programs, activities, classes and events, and planed, coordinated, and facilitated special events and activities
· Worked with numerous committees, councils, partnerships and boards




Shakopee ISD #720, Shakopee, MN 								January 2012 – Current
District Services – Building [Operations] Supervisor (Part Time)	
· Communicates with other staff, Building Supervisor's, Director of Community Education, and district  personal assists in planning, facilitating and coordinating special projects and events
· Reports emergencies and complies with local police department, county and state government agencies, and completes incident and accident reports

COMMUNITY INVOLVEMENT & VOLUNTEERISM

SHRM (Society for Human Resources Management Professionals) Member
Prior Lake Public School District Community Education Advisory Council Chairmen
Prior Lake Chamber of Commerce Member

ACCOMPLISHMENTS, ACHIEVEMENTS & CERTIFICATIONS

Minnesota-Licensed Resident Insurance Agent Producer
Trained in Conflict Resolution Management and Mediation by the Peacemakers
CPR | First Aid | AED | Right To Know | Blood Borne Pathogens Certified

EDUCATION 

Normandale Community College, Bloomington, MN – Human Resources Management – Projected completion, 2019
Kaplan University Financial Services, Plymouth, MN – Insurance Licensure, Life, Accident & Health – Completed


