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profile

A PHR certified human resources professional with a Master’s degree in Human Resources from the University of Denver.  Instrumental in developing and execution of full cycle recruiting, employee relations, performance management programs, HRIS reports, compensation structure and strategy and total benefits package.  Has over six years of HR experience and four years in supervisor and management roles. Applies analysis and diplomacy when making decisions and problem solving. Continuously strives for innovation and enhancement of processes to maintain and or create best practice.  Motivated by results and outcome; enjoys complex challenges of the changing business needs and external influences. 


EDUCATION/CERTIFICATION
		 
MA, Human Resource Administration, University of Denver - Denver, CO                      2010
GPA:  3.7
				
Relevant Coursework: Collective Bargaining, Legal and Ethical Issues in HR, Business needs and Workforce Planning, and Managing a Global Workforce.  Capstone re: Succession Planning of US Hospital Executives.

HR Administration Certificate, DU                                                                                     2009
PHR Certification, HRCI                                                                                                      2008
	
BS, Business Management, Metropolitan State College of Denver - Denver, CO                2007

Relevant Coursework: Accounting, Statistics, Financial Analysis, Supply Chain Management (Logistics), Business Law, Organizational Development, and Strategic Management.	

PROFESSIONAL EXPERIENCE

CPM Healthgrades Inc. - Denver, CO                                                    (January 2012-June 2013)            
Physician Engagement Specialist                                                     
· Train and educate call center representative and account managers on process and protocol to achieve best results and accurate reporting of ROI for client
· Troubleshoot technical issues and report outstanding issues to the dedicated department heads through case write up
· Engage providers through education and training and providing support and exceptional customer service skills
· Compare and analyze monthly files for forecast and trend analysis
· Acts as the liaison between departments to form consensus and maintain collaborations to meet objectives and achieve goals 
· Maintain department SharePoint site as the SharePoint Administrator for Professional Services
· Create and maintain SOPs of internal processes used as a resource for training new hires
· Conduct daily audit and investigation to ensure accuracy of website information

CPM Healthgrades Inc. - Denver, CO                                          (April 2009-January 2012)
Human Resources Generalist                                                                 	
· Processed submitted personnel requisition request; collaborated with managers creating or updating job descriptions
· Post job opening on online job boards and internal SharePoint site
· Screened resumes and conducted initial pre screening
· Coordinated, scheduled and conducted new employee orientations
· Kept up-date with employment laws; executed updates and changes to policies, handbook, training etc.
· Provided backup support for payroll, answer benefits related questions, and other HR administrative support and responsibilities
· Conducted market research, created reports and participated annual compensation review process
· Conducted annual (all employees) survey on benefit and health plans and other HR department responsibilities to measure performance
· Worked closely with Finance department on HR initiatives and retention efforts
· Partnered with managers to design and create performance metric; entered performance goals and objectives for departments personnel in Cornerstone performance management software
· Executed all new hire on boarding process (submit request to IT, complete all paperwork work equipment agreement, HIPPA and Harassment training, interpret and explain policies, and issued building badges)
· Led employee relations investigations, provided company representation and documentation, coordinate meetings and issued follow-up reports
· Addressed all employee relations matters, investigate complaints, coach and counsel employee with work life balance, and facilitate and or mediate conflict 
· Administered all employee health benefits including notifications, enrollments, claims issue support, and terminations
· Determined FMLA eligibility and track LOA
· Processed reference and background checks
· Maintained employee personnel files with the utmost confidentiality
· Ensured compliance with state and federal reporting and regulations

CPM Healthgrades Inc. - Denver, CO                                              (June 2008-March 2009)
Human Resources Intern       
· Updated personnel files
· Assembled new employee package
· Posted job openings through Monster and Company website
· Worked with staffing agency to fill temporary, IT, and Sales positions
· Collected and screened resumes for hiring manager
· Coordinated and scheduled interviews

Sears Hair Salons - Lakewood, CO                                                        (October 2003-May 2008)
Salon Manager
· Source and recruit salon talents
· Ensured compliance with OSHA and state boards
· Designed performance evaluation metric and conduct performance appraisals
· Trained new employees and coach employees on technical skills 
· Prepared and submit employee payroll information on a weekly basis
· Built and maintained relationships with school officials and organizations
· Conducted in face interviews
· Updated and maintained personnel files with high level sensitivity and confidentiality 
· Developed award and recognition program to promote employee job satisfaction and engagement
· Conducted exit interview

Maristaff Staffing Services - Atlanta, GA                                         (March 2003-August 2003)
Staffing Coordinator
· Conducted phone screening interviews with selected best candidates to move forward to next step
· Coordinated and scheduled interviews for the account managers and or hiring manager
· Processed reference and background checks
· Administered skills and assessment testing
· Collected and prepare timecard for processing 
· Answered candidate questions and inquiries regarding job posting

	
MEMBERSHIP

National Society of Human Resources Management (SHRM) member                                    2008

LANGUAGE

Speaks fluent Laotian

COMPUTER SKILLS_________________________________________________________ 

· Cornerstone Performance Management
· ADP
· Salesforce
· Beyond Compare     
· Mac and PC proficient
· Accurate typing skills (60 wpm) with proper use of English grammar
· Expert and familiar with office machines: fax, scanners, FedEx, copier, etc.
· Proficient in Microsoft Office Suite: Word, Outlook, PowerPoint, Access, Excel, and Publisher
· Working knowledge of Federal and State employment laws	
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