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QUALIFICATION SUMMARY:
Over 8 years of human resource experience in employee relations, recruiting, fmla, benefits, staffing, compensation, training and management. I am a dependable professional with several years of demonstrated ability in effective communication/conflict resolution, project management experience, organizational, and problem solving skills. 
· Project Management created three new programs for the company; SAVE , DOCTOR, and GENerous . Created compensation, performance management plans and maintains compliance with federal and state regulations concerning employment. Conduct new employee orientations, exit interviews, and update existing HR forms.  

· Employee Relations work with Director of HR and Regional Director and Managers to investigate and coordinate the handling of associate issues and concerns to maintain a positive work environment and support the Company’s goal to attract, motivate, and retain a high-performing diverse workforce. Answer employee questions pertaining to HR matters and maintain highly confidential and sensitive information. Make decisions regarding counseling and termination of associates. 

· FMLA   explain the process and respond to any questions the employee may have about the policy, forms, duties, and rights of FMLA for both the employee and the Company. Directed a team of 12 staff members who managed the day to day activities of Leave, FMLA, and Disability. 
· Recruiting conduct recruitment effort for all exempt and nonexempt personnel, and temporary employees; writes and places advertisements. Create and maintain job postings for open positions and maintain candidate pipeline / recruiting summary and provide metrics-driven reporting regarding candidates screened, interviewed, hired, & started. Partner with non - profit businesses and agencies to actively recruit a diverse workforce.

· Compensation establish offer package details (compensation/benefits), extend offer, conduct negotiations and close candidates (including offer letter generation. Conduct analysis and research on a broad range of personnel assignments; compose and analyze salary and benefit surveys; prepare benchmark analyses to determine annual market position.

· Benefits kept company competitive and benefits costs low and also ensure new hires are enrolled in benefit plans based on qualifications for the respective class, in compliance with FLSA and Communicates changes to the benefit plans in a timely manner. Manages employee benefit eligibility review process & change employees’ status as necessary. 

EXPERIENCE HIGHLIGHTS:                                                

Employee Relations Manager (6/2012 – Present) – Accenture (Contractor)
· Managed all escalated employee relations for a Bestbuy Stores.
· Worked with Corporate, District Human Resource Managers, General Managers and Store Managers to guide disciplinary actions regarding employee issues.
· Made recommendations and implemented solutions based on issues found during the investigation process and created a summary report of employee relations issues.

· Created all employee termination notices and assisted Managers with writing disciplinary action notices.
· Provided coaching and training to manager and supervisor prior to delivering disciplinary action notice and supported managers during employee peer review hearings.

· Advised management of best practices in the areas of employee relations and terminations.

· Teamed with Director of Employee Relations to improve processes to Customer Experience Results numbers to achieve budget performance. 

Regional Human Resource Generalist (6/2009 – 11/2011) - Globe University
· Managed all escalated employee relations for a Region which consists of 12 campuses, in three different states.

· Acted as primary point of contact, investigate, and resolve complex personnel issues, such as employee grievances, sexual harassment, discrimination issues, and other work-related employee complaints and concerns.

· Made recommendations and implemented solutions based on issues investigation process, attend unemployment hearings, prepare summary report of employee relations issues.
· Work with Company’s Corporate, Regional and Local managers to develop and create new processes and programs; such as GENerous fund and SAVED program which are in support of the Company’s We Care Culture.

· Facilitated and supervised the development of 15-20 individuals through effective management, training, performance reports and re-alignment of training plans according to company strategic goals.
· Advised management of best practices in the areas of benefits, employee relations, and terminations.
· Automate LOA/FMLA processes reducing head count and achieving budget performance. 

Human Resource Manager (10/2008 -  6/2009) - Meet Minneapolis
· Prepared power meetings to discuss communication protocols and processes to enhance employee channels for progressive developments. Assisted executives in preparing skits to create effective communication, resolve conflict, and improve employee relations among workers.

· Developed and implemented training on HR related subject matter. Provided solutions related to the problems related investigation process. Prepared summary report on the issues related to employee relations and attended unemployment hearing.

· Negotiated employee relations and conflict resolutions.

· Effectively partnered and communicated with over 30 vendors and over 2000 new hires to promote the initiatives, budget parameters, and building sustainable support for ongoing success for tourism/conventions in Minneapolis.

· Compile and analyze data related to workforce such as; employee demographics, AAP goals, compensation, promotions, hires, and terminations. 

· Oversaw all hr task including the processing of bi-weekly payroll using ADP Software.
· Manage the following processes: interviewing, hiring, termination, 401k and training employees; planning, assigning, and directing work; appraising performance; rewarding and liaison and associate advocate.
· Supports Director in development of strategic human resource policies while assisting in the preparation of departmental budget/ changed company benefit provider to save money. 

Human Resource Generalist (4/2003 – 10/2008) - Innovative Mortgage
· Communicated and reported sales/loans reports about individual/group progress to senior leaders, colleagues and managers through call conferences, website updates and weekly leadership meetings.

· Primary HR contact - Employee relations, resumes, EED, employment verification

· Provided consulting expertise to approximately 1000 staff; advise partners, management and staff on all employee relations issues including EEO law and firm policies/practices

· Keep management advised of potential problem areas and recommend/implement solutions

· Monitor vacation, SDI, STD and LTD amounts to ensure employee were paid accurately.

· Worked with marketing to develop print, web, and radio information promoting a positive image of the community program and maintain a good working relationship with the media.
· Maintains active role in community, state, national organizations.

· Planned, designed and delivered a range of presentations to diverse audiences in multiple forums. Utilized research, strategic planning, and communication skills to develop plans that effectively engaged, informed, persuaded and motivated current and future employees. 
· Coordinated and maintained the development of numerous recruiting strategies that resulted in increased exposure to new candidates and company profits.
· Assessed company program performance through surveys and feedback.                            




EDUCATION:
· Metropolitan State University, Minnesota  
· Brown College, Mendota Heights, Minnesota   
Professional Development Courses:

· Mediation Training Completion – Conflict Resolution - Bloomington, MN
· How to Conduct an Investigation – Employee Relations - Bloomington, MN
· Leadership and Empowerment Training -Train the Trainer - Minneapolis, MN

· Upper Management Development - Core Management - Minneapolis, MN

· Employee Doc and Term - Progressive Disciplining - Minneapolis, MN

· Diversity Training - Managing Diversity - Minneapolis, MN.
