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PROFILE

Seasoned Human Resources Professional that is a strategic thinker with proven success working with all levels of management varied organizational settings, multiple locations and a diverse workforce. Knowledge and expertise with:

 * Employee Relations                    * Employment Laws                       * Policy and Procedure Development  

 * Performance Management         * Benefits and Compensation        * Employee Training and Development

 * Talent Acquisition / Recruiting    * Succession Planning                   * Acquisitions, Mergers, Downsizing and Plant Closings 

HR PROFESSIONAL EXPERIENCE
Milk Specialties Global – Eden Prairie, MN






2009 - 2012
Human Resources Manager 
· Provided Strategic HR leadership at the Corporate Office in MN and Plants/Warehouse in MN, NE, WI and IL for a growing science-based nutritional Dairy company producing quality products.


* Nutraceutical
* Animal Nutrition  * Human Nutrition
· Strategic in talent acquisition process for new plant acquisitions, mergers and expansions.

· Handled Corporate and Plant full cycle recruiting for both exempt and non-exempt roles. 

· Drafted job descriptions and evaluated compensation/pay scales with market data.
· Arranged on boarding schedules and presented HR/Benefit Orientation for new employees. 

· Coached, trained and developed management on HR business strategies.
· Restructured departments/jobs and transitioned staff/employees into new roles as the organization changed.
· Implemented new policies, procedures and programs to existing plants and new acquired locations.
· Managed the paperwork for performance review process, corrective action counseling, resignations/terminations, exit interviews, unemployment cases and severance agreements.
· Handled confidential Employee Relations issues, conflicts and concerns.
· Conducted investigations:  Harassment, unfair practices, and theft.
· Utilized Infinity/ADP software for tracking of employee data/applicant data.

· Responsible for Open Enrollment Benefit information presentations and enrollment of employees. 
· Collaborated with key members of the legal department on EEOC complaints, collecting of documentation for H1B and other legal issues.
· Developed succession plans for employees and utilized 360 feedback process.
· Worked with EHS (Safety) management team and Fox Valley Technical College on mandatory OSHA training.
· Networked with education options, government agencies and non-profit organizations for employee development, recruitment efforts and other resources.
· Established Education / Training Grants – for new facilities, organizational growth and internship programs.
· Negotiated contracts for recruiting resources, training programs and other resource for the organization.
Human Resources Staffing - Bloomington, MN






2009
Nursing Department Staffing Supervisor Contractor

· Prepared schedules for staffing needs for each shift of a union short/long term medical health care facility.
· Maintained Master Schedule of open/filled job postings and schedule changes.
· Presented and processed Staffing Department New Hire Orientation information.
· Prepared daily Census Reports and Ceridian – Overtime/On-Premise Reports.
· Tracked vacation time, in/out punches and validate information for payroll. 

· Worked with other Business Partners on projects, changes and implementations.
· Handled employee relations issues and complaints.
· Supervised the Staffing Coordinators.
ConAgra Foods (formerly Golden Valley Microwave Foods) - Edina, MN 


2001-2008
Contractor, Human Resources Supervisor and Human Resources Manager

· As part of the Leadership Team provided HR management services for a lean manufacturing 
       Fortune 500 company, supporting multiple Plant/Warehouse locations in MN, IA and IN. 

· Strategic in the smooth transition of plant closings /layoffs: 
* Announcement, employee relations, state/government documentation, severance/retention agreements, 
           relocation of internal employee transfers, on-site trainings/job fairs and was part of the strategic management team. 
· Collaborated with other human resources staff at other plants on projects and issues – MN, IA, OH, NC and IN 
· Presented and implemented new programs as the business evolved.
* Examples - Performance Review Process, Succession Planning and Employee Brand Awareness
· Supported the plant teams in implementing the 5s Lean Manufacturing Program.
· Participated in KPI, monthly plant financial reviews, regional HR and employee communications meetings.
· Represented organizations during Affirmative Action external audit, Sarbanes-Oxley and I-9 internal audit.
· Revised job descriptions to align with corporate goals and employee performance management system. 

· Restructured departments/jobs and transitioned staff/employees into new roles.
· Conducted salary surveys, developed and implemented new pay scales per management’s approval.
· Supported a culturally diverse plant in MN - 13 different languages spoken on manufacturing floor.
· Networked with government agencies and non-profit organizations for employee development, 

       recruitment efforts and other resources.
· Created new employee handbook, streamlined policies and procedures, directed focus groups for input.

· Direct involvement with full recruitment cycle including for non-exempt and exempt jobs.
· Assisted management with compensation changes, by conducting salary surveys, presented pay range proposal to upper management and implemented new pay structures.

· Conducted investigations:  Harassment, unfair practices, theft and to fulfill corrective counseling guidelines.
· Implemented trained managers/supervisors/employees on corporate initiatives, policies and process changes.

· Worked with managers to develop succession plans for management team.
· Managed benefit administration/open enrollments, audits, STD/LTD, FMLA and accommodations meetings.

· Utilized PeopleSoft/Brass Ring for tracking of employee data/applicant data.

· Worked with corporate legal department on EEOC complaints and legal issues.

· Managed the paperwork for performance review process, corrective counseling, resignations/terminations, exit interviews and unemployment cases.

· Supervised staff – intern, permanent, and temporary employees.
Blue Earth County Court Administration – Mankato, MN                                                                1999-2001
Deputy Court Administrator 
· Provided documentation and court filing services for a legal/government department.
· Clerical support for 6 court divisions including: 
*  Juvenile, Criminal, Traffic, Probate, Conciliation, and Civil/Family.
Pioneer Snacks, Inc. (formerly Melody Farms now owned by Jack Links) - Mankato, MN    
     1999                                                        
Human Resources Administrator and Human Resources Manager  

· Managed HR functions for food manufacturing facility of 100 employees who worked 24/7.

· Supervised 2 office support employees

· Recruited, interviewed, hired and conducted new hire orientations and safety training for employees.

· Developed and implemented safety program.

· Managed benefit administration, workers compensation, STD, LTD, and FMLA.

· Managed the performance review process, corrective actions and terminations.

· Coached and trained managers/supervisors on documentation procedures.
· Maintained the OSHA information maintaining confidential personnel records and organizational charts.
Entegris (formerly Fluoroware, Inc.) - Chaska, MN                                                                 1995 to 1999
Human Resources Clerk and Human Resources Assistant  
· Provided support for ISO 9001 plastic company that produced product for the semiconductor industry. 

· Coordinated and maintained information in regards to:  Interviews, Health Screens, Background Checks, Supervisory Psychological Assessments and Employee Verification.
· Administered employee evaluations for new hire employment screening.

· Coordinated interview schedules and planned travel arrangements for out of state applicants. 

· Played an active role in handling projects/promotions for the Health Promotion Committee.
· Utilized HRIS computer system for employee tracking and trained on SAP implementation.

· Managed projects / programs: Recruitment of Summer Interns and temporary employees,

       Perk Programs, Bloodmobile, Service Awards, Scholarship Awards and Company Store. 

· HR services assistance with all facets of the HR Department.
EDUCATION

MN State Bar Association Continuing Legal Education – St. Paul, MN
2012 Upper Midwest Employment Law Institute Update 

St. Thomas University – Minneapolis, MN                                                                                 

Mini-MBA  
Concentration: Business and Business Strategies
University of MN – Mankato, MN 

Bachelor of Science Degree, Business Administration

Major:  Human Resources and Industrial Relations

Minor:  Economics
Ridge Water Community College - Willmar, MN 

Associate of Arts Degree


Major:  Accounting
Redwood Falls – Morton High School – Redwood Falls, MN

High School Diploma


