KELSEY FERGUSON

1101 Colorado Blvd Apt A, Denver, CO 80206

(405) 476-0025 • kferguson.mk@gmail.com
EDUCATION:
B.B.A. - Bachelor of Business Administration; Major:  Marketing

                
   
 2006 - May 2010



University of Central Oklahoma, Edmond, OK



Graduated:  May 2010


Apparel Merchandising





                
    
2006

Oklahoma State University, Stillwater, OK

SPECIALTIES:
Human Resources, Benefits Administration, HRIS, Management, Administration, Payroll Processing, Recruiting, Sponsor/Vendor Relationships, Event Planning and Organization, Social Media, Idea Implementation
HR 

Chaparral Energy, LLC







   
 2012 – Present

EXPERIENCE:
Wellness & Benefits Specialist


Oklahoma City, OK

· Report to the Director of Human Resources Operations
· Administer company’s wellness program including program design, marketing, event planning, and incentive tracking and distribution
· Administer the company’s 401(k) Retirement Savings Plan
· Run regular reports and conduct audits on the 401(k) plan to ensure new elections, change requests, terminations, loans and hardship withdrawals are entered properly in the HRIS system
· Communicate plan changes and performance to all plan participants
· Handle all employee benefit enrollments
· In charge of employee benefit portion of new hire orientation 
· Reconcile benefit provider invoices
· Ensure all retirement plan documents and SPD's are amended as necessary resulting from company or legislative changes
· Assist with the design, testing, and implementation of the company’s new online enrollment system, HR Connection
· Assist in the transition to ADP
Urban Dealight, LLC







  
 2011 – 2012


Human Resources Coordinator 


Oklahoma City, OK

· Reported to Director of Human Resources

· Handled all employee benefit enrollments

· Reconciled benefit providers

· Managed and orchestrated new hire orientation

· Managed and processed payroll, as well as manually updated employee information in payroll system
· Recruited and onboarded new employees

· Maintained and managed employee personnel folders

· Processed employee background checks

· Created and managed Excel spreadsheets for employees’ accrued paid time off hours, commissions and bonuses
· Assisted in the transition to ADP
McRasa Foods Inc. 







 
 2010 – 2011


McDonald’s Franchise

Human Resources Manager

· Recruited potential new employees through hiring events at McDonald’s locations and promoting ads at the stores 
· Scheduled and conducted interviews 
· Assisted new employees with the onboarding process 
· Assisted with payroll processing  
· Assisted with the implementation of new online onboarding system and applicant tracking system
GENERAL
Thrifty Pharmacy








 
 2008 – 2010

EXPERIENCE:
Pharmacy Technician



Oklahoma City, OK

· Assisted the pharmacist with filling prescriptions from over the phone and in person orders 

· Handled all phone calls and in person customer service inquires and prescription assistance
· Filled prescriptions and bubble packed prescription orders for nursing homes

· Managed cash register along with presenting myself in a confident manner to instill trust in our customers and market the pharmacy in a positive manner
MEMBERSHIPS:
Social Sorority









2007 – 2010



(Rho Gam, 2009)



Panhellenic









2007 – 2010



(Rho Gam, 2009)




Marketing Club









2008 – 2010 

EXPERIENCE IN: Microsoft Office, HR Connection, Kronos, ADP, Paycom, Salesforce, Quickbooks
