Laura L. Delimont
10305 Dover St. #1018
Westminster, CO 80021
720-987-3191
LDelimont@gmail.com
EDUCATION:
5/2006
Kansas State University 
US-KS-Manhattan


BS Business Administration
EXPERIENCE:

4/2012 – 11/2012
Ajilon

Denver, CO


DaVita
Licensing and Credentialing 

Audit employee files and update license and credential information.  Reconcile reports and ongoing work on department procedures and projects. Worked with PeopleSoft, Taleo, and HireRight programs as well as various license and credential websites.
6/2011 – 2/2012
Various Temporary Positions
Westminster, CO


A-1 Careers (6/2011 – 7/2011)


Express Employment Professionals (1/2012 – 2/2012)

General office support, filing, scanning, and other duties as needed.
7/2008 – 4/2011
Syngenta 
Facilities Specialist II
Greensboro, NC


I started as a temporary employee and was hired as the Meeting Services Coordinator for the Greensboro site on10/2008:  
· Worked with Aramark Catering to schedule food, beverages, and furniture set-up.
· Worked with Morse and Associates, LLC to schedule audio and video needs for onsite meetings.  
· Administered the meeting room scheduling system including:

· Training employees on using the scheduling system

· Troubleshooting errors in the system 
· Resolving conflicts using diplomacy to move and/or change meeting rooms

· Confirmed daily meeting requests

· Daily and weekly reports for vendors

· Onsite contact for handling larger meetings such as the United Way campaign and site-wide celebrations involving upwards of 600 people.
3/2002 – 6/2006
Completed Bachelor’s Program at Kansas State University
Kansas City, MO

4/2000 - 2/2002
Aviron
HR Administrator II
Mountain View, CA


I started with Aviron as a temporary Administrative Assistant and was converted to regular status on 6/2000 and promoted to HR Administrator I.  In 8/2001 I was promoted again to HR Administrator II.

· Managed data entry into employee database including new hire, termination, compensation, and benefits information

·  Generated ad hoc, daily, weekly, monthly and yearly reports 
· Administered compensation program including stock 
· Created and implemented new processes 
Skills/Software:
	Microsoft Word – Advanced
	PowerPoint – Intermediate
	Scanning

	Microsoft Excel – Advanced
	Scheduler Plus – Advanced
	Problem Solving

	Microsoft Outlook – Intermediate
	Filing
	Detail Oriented

	Hire Right 
	Taleo – Beginning
	PeopleSoft


