Dear Sirs,

Attached is my resume of qualifications.  You will see I have an outstanding background of solid work experience in Recruiting, On-boarding, Benefits.  In between the permanent positions I have worked at hospitals.
It would be a pleasure to be a part of your organization, and I would be a definite asset as well, and it would be a pleasure to interview with you by phone or in person at your convenience.  I am available all hours, and can start work immediately.  
So if you want a person that will give a lifetime commitment then feel free to contact me at the number below.

Thank you,

Phillipa Cochran

molly82608@yahoo.com
720 375 0095
Mrs Phillipa Cochran.
Tel  720 375 0095. Molly82608@yahoo.com
MY PERSONALITY
(
Highly confident individual over the phone & in person.  Ambitious, self motivated

and driven.  Love challenges.
(
People Ambassador, bright, energized & have a clear English accent.
MY SKILLS
(
Recruitment of all categories of staff including engineers physicians, nurses. 
HR, Benefits, Negotiating skills.
(
Can handle demanding Directors and difficult people. 
(
Learn new systems quickly and have used ADP, HRMS Oracle, Peopesoft.
EMPLOYMENT 
Human Resources Coordinator, Mercy Housing, Denver, CO. May 2011 – April 2012.
Sole responsibility for benefits administration including planning, design, costs for employees and enrolling of 1300 staff on ADP Health & Welfare. Collection of New Hire paperwork including I-9’s, using E-Verify, following up with managers to request missing new hire documentation, benefit deduction calculations on ADP system.  Enrolling new staff on benefits plans selected.  Design of benefits. Sending benefits packets to new employees.  Implemented our new ADP H&W system for Open Enrolment.  Conducting criminal background checks and drug testing. Using a ATS.  Responding to emails and calls from employees regarding their life insurance, medical, flexible spending accounts, dental, 403B questions.  Employee Relations, Performance Reviews, Inputting 403B loan and deferral information into ADP system.  Advising staff on policies of handbook.  Completion of medical support forms from a variety of states.  Problem solving.  Requesting COBRA packets to be sent to ex employees. I was the only HR Coordinator doing everything related to benefits, new hires and terminations. Search employee files to obtain information.  This is a very demanding role and have enjoyed it a huge amount.
Senior Human Resources Specialist, CH2MHILL Corporate Head offices, Englewood, CO. September 2009 – February 2011.
Full cycle recruitment including advertising, sourcing, selection for interviews, extending job offers. I-9 verification, follow up on missing documentation.  Assist with candidate scheduling and travel when required. Verifying references.  Document all activities in ATS system (Brassring) and manage candidate communication. Relocations. follow up with new hires on the first few weeks using the applicant tracking system.  Liaison with managers at all levels regarding future candidates.   Other duties have included   staff orientation, helping employees with Benefit and Open Enrolment questions for union and non union staff, 401K, Life insurance, Beneficiary changes.  Providing guidance with any questions the employees have, liaison with Federal Special Agents, data entry.  Drug screenings. Policy and procedure administration. Processing of voluntary and involuntary terminations.  Employee Relations, Researching unemployment claims.  Profit sharing and buying of shares guidance.  Helping  staff with their system access issues for new and existing staff. Retaining confidentiality in all aspects of this HR role in a very demanding environment.  Using Oracle HRMS systems/HRIS systems and Sharepoint.  
Flexible Spending Administrator, Great West Healthcare, Greenwood Village,  CO.  June 2007- June 2008.  

Administration of Flexible Spending Accounts, answering telephone inquiries our Staff, Plan Administrators, Human Resources managers, their employees, sales representatives and brokers. Open enrollment. Locating correspondence from all types of customers.  Corresponding through email and telephone.  Recruiting staff. Claims processing, adjudication of claims, extensive research, sending denial letters to customers for FBA/HRA claims.  Data entry of benefits.  Assisting with the development of plans to present at companies locations. Helping with HRA questions.  Liaison with the eligibility department, plan services.  Applying the rules and abiding by the IRS regulations for Flexible Spending Accounts for Healthcare and Dependent care.  Assisting and dealing with customer complaints in the correct timeframe.  
Benefits Administrator, Anthem Blue Cross Blue Shield, Denver, CO.  August 2005 – June 2007.
Working for Blue Cross of California, Blue Cross Blue Shield of Colorado and Nevada. Receiving calls from providers, staff and members in a high volume call center environment.  Taken 100 calls a day for PPO, HMO, HSA benefits during open enrolment.  Researching in detail, Problem solving, dealing with customer complaints.  Training of new staff.  Mentoring of staff.  Checking member eligibility for authorizations. Recruiting of call center staff. Working in a very high pressured area with people being rude and highly abusive.  Completing correspondence inquiries via email and over the phone.  Using peoplesoft system for Open enrolment.  
Temporary Recruiter/Credentialing Specialist at St John’s Hospital, Springfield, MO. October 2004 – July 2005.

Recruiting of all physicians and allied staff professionals.  Inviting them for interviews, checking their credentials.  Interviewing future staff.  Travel arrangements, Making offers of employment and updating contracts.  Advertising in medical journals.  Credentialing and re Credentialing of staff.  Liaison with managers regarding salaries and contracts.
Executive Assistant/Credentialing Coordinator, Pinnacle Medical, Denver, CO.  July 2002-August 2004.
Recruitment of Cardiovascular Surgeons, Paediatricians, Family Doctors, Plastic Surgeons, Orthopaedic Surgeons, Pain Management, Cancer Centers and many other categories. Practice Management and setting up of practices for Physicians from initial conception to the end.   Processing forms and documents for the Credentialing and re credentialing of Physicians. Extending job offers.  Arranging interviews.  Negotiating contracts and execution of contracts. Dealing with all state and federal guidelines in order to credential physicians. Liaising with vendors regarding equipment for practices.   Travel arrangements for physicians etc. Maintaining confidential records of all correspondence related to practices. Client liaison over the telephone and in person. Maintaining current professional liability certificates of insurance. Completing Malpractice coverage forms for physicians.  Recruitment and hiring staff for our company and conducting interviews. Organizing of the directors and doing their personal work from buying flowers for their wives to planning their meals, vacations, golf events and men’s weekends away.
EDUCATION, TRAINING, COURSES, OTHER INFORMATION
Word Processing speed 50 wpm. Completed High School. Completed a  Personal Assistants 1 year course. Completed a Human Resources course. Recruitment Retention, Internet, Office, Word, Basic Excel, Outlook, Peoplesoft, Oracle HRMS and HRIS systems, ADP H&W and ADP Anytime. ATS Kenexa and Brassring amongst others.  Courses have included - Customer Care and Compliance Training. Calming Upset Customers Staying effective during Unpleasant situations.  Really enjoy helping people and I’m excellent at it.  I also have experience in  Healthcare as a Recruiter, Credentialing Specialist and training field as a Training Assistant. Previously worked as a Recruiter in England for 10 years.

