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Professional Experience:

Human Resource Manager 


        June 2010 to present

Amcon Block & Precast Inc.

St Cloud, MN

· Maintaining database on 85 employees-

· New employee orientation (approximately 10 a year)

· Administered employee benefits including, health, dental, std, ltd, life insurance and 401k 

· Negotiated with brokers each year for health, dental, std, ltd, life insurance packages

· Administer workers compensation and safety program 

· Conflict resolution between employees and employees and management

· Application intake, initial interviewing, terminations –approximately 20 a year

· Training and Education for Benefits and Safety Programs-

Human Resource Manager

                  February 1997 to March 6, 2009

Pioneer Packaging & Printing, Inc.

Anoka, MN

· Maintained database on 150 employees

· Conducted new employee orientation

· Administered employee benefits including, health, dental, std, ltd, life insurance and 401k 

· Negotiated with brokers each year for health, dental, std, ltd, life insurance packages

· Administered workers compensation and safety program (lowered MOD rating from 1.74 to .94 in two years through safety incentive programs)

· Conflict resolution both union and non union including grievances

· Contract Negotiations

· Application intake, initial interviewing, terminations

· Training and Education for Benefits and Safety Programs

· Process Payroll through ADP

· Report Writer through ADP

Human Resource Manager

               March 1995 to February 1997

Fulfillment System, Inc.

Monticello, MN

· Processed Payroll for 160 employees

· New employee orientation, employee dispute resolution

· Maintained database on employees

· Administered workers compensation and safety programs

· Administered employee benefits including, health, dental, std, ltd, life insurance and 401k 

· Training & Education for Benefits and Safety programs

Payroll Coordinator

Sci-Med Life Systems, Inc.

Maple Grove, MN




February 1991 to March 1995

· Processed Multi-state payroll for 1500 employees using Ceridian

· Processed state federal and unemployment taxes

· Processed quarterly reports and W-2’s

· New employee orientation 

· Resolved payroll and benefit issues

· Maintained payroll and benefits database

· Balanced all payroll accounts

· Prepared Journal entries for payroll accounts

