

JACLINE WORKMAN

659 Canyon Point Circle    						 		        Cell: 303.601.8990
Golden, CO 80403	JACLINE.WORKMAN@GMAIL.COM


PROFESSIONAL EXPERIENCE
	
LEVEL3 COMMUNICATIONS – CONTRACT POSITION	MAY 2015 – SEPTEMBER 2015
HR Coordinator
· Project Coordinator
· Cleared 9 Month Filing Backlog for 10,000 Employees in the US
· Off-Boarding Coordinator
· Processed all Voluntary Terminations for 10,000 Employees in the US
· Worked with Managers to collect resignation letters and all off-boarding instructions
· Processed all resignation via Oracle and tracked via HR Ticket Tracker
· Worked with payroll to ensure checks were cut according to all state appropriate deadlines
· Processed all Involuntary Terminations
· Worked with HR Business Partner to ensure all separations packets were complete
· Worked with Payroll to ensure all checks were cut according to State guidelines
· Verified all paperwork was received in order to shut down employee access at time of termination
[bookmark: _GoBack]MARKWEST ENERGY – CONTRACT POSITION	NOVEMBER 2014 – MAY 2015
Receptionist/HR Assistant
· Project Coordinator
· Conducted I9 Audit 
· Reviewed all past and present I9’s for entire company
· Tracked all errors
· Reviewed terms for documents to be destroyed
· Contractor Audit
· Verified all contractors currently working
· Ensured proper training documents were on file
· Talent Acquisition Coordinator
· Requisition creation and posting
· Interview Scheduling
· Verify all Job Descriptions are coded and formatted correctly
MEDTRONIC, INC – CONTRACT POSITION	MAY 2014 – OCTOBER 2014
HR Coordinator
· On-boarding Specialist
· Verification and clearance of all pre-employment screenings
· Direct point of contact between the Employee, Hiring Manager, and Recruiter for questions and status updates regarding the on-boarding process
· Workday Creation and Systems Access Notification
· Talent Acquisition Coordinator
· Requisition creation and posting
· Assisted Recruitment team with pre-screen questionnaires and initial qualification matching
· Interview Scheduling
SERVICELINK (DENVER, CO)	DECEMBER 2010 – NOVEMBER 2013
HR Coordinator
· Weekly Coordination and Presentation of New Hire Orientation via GoToMeeting for 7 offices nationally as well as for all On-Site Reps and Work from Home Employees 
· HR Record Maintenance including but not limited to:  
· Recruitment Tracking – Employment Tests, Background Checks, Drug Screening and Offer Letter Creation
· FMLA Administration
· HRIS Maintenance – On-boarding of New hires, Performance Reviews, Rate Increases, Transfers and Termination
· Reconciled Headcount Reports and Staffing Models
· Participated in Nation Wide Initiatives for Employee Recognition and Wellness Programs
· Assisted the HR Director and trained on employee relations issues
· Benefit enrollment and administration
· HR reporting and projects as needed

DENVER HOUSING AUTHORITY (DENVER, CO)	JUNE 2010 – DECEMBER 2010
Administrative Assistant – Temp 
· Audited, correlated and tracked over 600 In-house claim files with their database.
· Assisted in compiling and tracking restitution amounts for over 500 people on various Davis Bacon Projects


SOLUGENIX CORPORATION (IRVINE, CA)	NOVEMBER 2005 – SEPTEMBER 2007
Administrative Assistant – Human Resources
· Personally responsible for managing employee relations for approximately 75 employees
· Integral in designing a new Recruiter training program
· Efficiently on-boarded up to 5 employees in week, including but not limited to: benefit set up, job-site and payroll reporting instruction, and official company welcome
· Successfully budgeted, planned and executed 4 internal company events yearly 
· Worked with the sales and recruiting teams to develop marketing materials and promotional items, along with assisting in creating and running all external events utilizing Sales Force to track potential clients
· Coordinated travel for up to 15 employees.  
· Developed and crafted PowerPoint skills to assist in creating and editing presentations for the HR, Sales and Recruiting departments as well as for the CEO


	EDUCATION AND CERTIFICATIONS

Attended Fullerton College, taking classes in General Studies and working toward degree in Management (2007 – 2009).  Attended the Whittier Adult School in the fall of 2001 and completed courses in Clerical and Office Administration.  Completed Microsoft Office 2000 courses.
