ANDREA EDWARDS

2055  East Atkin Ave ,  Salt  Lake  City, Utah  8410911  C: (801)  919-5842  1  aedwards5@me.com

Summary

Motivated, personable business professional with great work and educational experience that has developed my skills in public relations and problem solving. Talent for quickly mastering technology, and good work ethics in managing quality control efforts to meet necessary requirement standards.
Flexible and versatile - able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to work under pressure and take on new responsibilities. Thrive in deadline-driven environments. Excellent team-bu ilding skills.
Efficient Human Resource with expertise in developing and implement ing HR plans and procedures smoothly
and with little guidance.
Detail-oriented in Human Resource. Insurance Benefits with 10 years in benefits coordination. Advocates positive relationships between employees, employers and insurance companies.
Capable and comfortable with taking the lead in employment protocol compliance and in anticipating staffing needs.




· Staffing and recruiting professional
· Interviewing expertise
· Performance management strategies
· Benefits administrator
· Employment law knowledge
· Employee relations
· Customer Service
· Problem Solving
· Project Management

Highlights

· Payroll expert ise
· Event management
· Employee handbook development
· Organized I Detail Oriented
· Team Builder
· Work Independently & With Others
· Interpersonal Relations
· Hard Worker
· Multitask
•





Human Resource Manufacturing Hoyt Archery

Experience



04/2013 to Current Salt Lake City, Utah

Human Resource Manufacturing. Assist the HR Director.
Temp Agencies: Recruiting Individuals, Interview temporary employees for positions available as well as
terminations I Exit Interviews.
HR Orientations. Manage over 300 employees. Insurance Benefits, Safety & Quality Training , Manage I Audit Merit Books, Time Entry I Payroll
Created and managed more than 100 confidential personnel records.
Created and modified job descriptions within all departments .
Advised top management on appropriate employee corrective actions.
Created and implemented the exit and interview program process with temporary employees .
Addressed inquires from employees and management regarding new-hire activity and ongoing employee relation
issues.
Designed the employee performance evaluation process and merit program.
Supported over 300 employees at all levels, including execut ive leadership.
Reports, Badges, Customer Service, Planning Special Events, I am also on the Archery Committee. Work very well with Word , Excel, PowerPoint & Outlook

HR I Administrative	12/2010 to 03/2013
Black & McDonald	Sandy, Utah
HR I Administrative . Update Employee Files I Reviews. Worked with the Union to manage people on the books.
Manage a crew of 40+ guys, Dispatch Work Orders, Billings for Month End, Time I Payroll Entry, ARIAP and
Safety Meetings.
Supported over 50 employees at all levels, including executive leadership.

Advised top management on appropriate employee corrective actions.
Worked with senior-level management to create fair and cqnsistent HR policies and procedures .
Created and managed more than 50 confidential personnel records. Developed more than 50 employee handbo·o.ks, in luding de.sisn and layout.
Facilitated monthly meetings to develop  trategies that would positively influence workplace relationships. Ran the bi-weekly payroll process.
I have great Customer Service, great communication skills with co-workers, clients and phone skills. Work very well with Word, Excel, JOE & Outlook

Insurance Administrator	04/2008 to 12/2010
Universal Business Insurance	Salt Lake City, Utah
Employee Relations , Update Employee Files I Reviews. Health, Dental, Life & Benefit Insurance . Work with
Producers to maintain our clients and their needs with Insurance.
Meet with clients, Open Enrollment meetings. Work well with the carriers. Generated RFP's, Schedule A 5500's & Renewals.
Conducted benefits administrat ion for benefit-eligible employees.
Developed more than 200 employee handbooks, including design and layout.
Led a monthly open enrollment question and answer session with employees on benefit program updates.

Insurance I Administrative	12/2000 to 04/2008
Fred A. Moreton & Company	Salt Lake City, Utah
Employee Relations, Update Employee Files I Reviews. Health, Dental, Life & Benefit Insurance. Work with
Producers to maintain our clients and their needs with Insurance.
Meet with clients, Open Enrollment meetings. Work well with the carriers. Generated RFP's, Schedu le A 5500's &
Renewals.	.  ·
Conducted benefits administration for bene jt eligib'le employees.
Developed more than 200 employee handbqoks, inCluding design and layout.
Led a monthly open enrollment question and answer session with employees on benefit program updates.




High SchoolDiploma: GED Gunnison Valley High School High School Diploma I GED (Graduated as a Junior in 1999)

Generals
Southern Utah University 1999-2000

Education



1999
Gunnison, Utah, Sanpete




Cedar City, Utah
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