
                                             Jeane Kearl, PHR, SHRM-CP

9505 WCR 84, Fort Collins Colorado 80524
Home: 970-402-7001 - jeane13@hotmail.com

Summary

Human Resources Manager who promotes a team-oriented and open-door environment that is conducive to a successful
staff. Offering 12 years of experience and detailed knowledge in training, orientation, benefits coordination, payroll and
incentive program creation.

Highlights

Staffing and recruiting professional Employee handbook development
Off-boarding Payroll expertise
Performance management strategies HRIS applications proficient
Benefits administrator Manager coaching and training
Employment law knowledge Employee relations

Accomplishments

Introduced the first passive Open Enrollment process.
Created and implemented a companywide rewards and incentive program with the goal of increasing employee retention.
Created a risk Management and Safety program, reducing thefts via solid prosecution policies.

Established solid pay scales and compensation strategies as well as secession planning for business continuity.
Reduced Worker's Compensation claims from a 1.31 EMOD during my first year to a 0.82 in my fourth year.

Recent Relevant Experience

Human Resource and Payroll Director
November 2011 to 12/2017
Crop Supply/ PUREAgro/Way to Grow - Fort Collins, Colorado

-Recruited all employees, including salaried C-suite positions and Sales Commissions positions, as well as hourly employees.

-Created documented Policies and procedures in order to promote transparency as well as define accountability. This
includes policies from basic safety step by step procedures all the way through an Annually revised Employee Handbook.
-Created organizational flow charts and career path reports to evaluate employee compensation information. Created
customized salary surveys by position, experience, location and title.  Focused on compensation planning and career planning 
including secession planning for all mid-level managers and above ion all departments and locations.
-Conducted benefits administration for 100 benefit-eligible employees.
-Designed the employee performance evaluation process and merit program, ensuring consistency and sustainability.
-Addressed inquiries from employees and management regarding new-hire activity and ongoing employee relation
issues. This involved creating and modifying job descriptions within all departments.
-Advised top management on appropriate employee corrective actions and attended all disciplinary actions as well as
conducted all involuntary exit interviews.
-Coordinated and responded to all Unemployment Insurance claims and attended all hearings.

-Managed Worker’s Compensation and General Liability claims for 2 states and multiple locations.
-Conduct the bi-weekly payroll process. Processed all salary changes stemming from merit increases, promotions, bonuses,

commissions and pay adjustments. Accountable for change management for 2 separate Payroll and benefits company merges, 
including one PEO.
-Guided the startup and management of all HR and payroll operations, systems and programs for a merger and acquisition 
with an out of state company.

Human Resource Generalist and Safety Coordinator
February 2009 to November 2011
Cardwell Distributing - Draper, UT
-Reviewed federal and state laws to confirm and enforce company compliance.
-Addressed inquiries from employees and management regarding new-hire activity and employee relation issues.
-Advised top management on appropriate employee corrective actions.
-Created and implemented a Safety program and coordinated with 2 state Worker's Compensation teams.



-Supported 110 employees at all levels, including executive leadership.

Human Resource Director
August 2004 to August 2007
Sorenco Laboratory – Salt Lake City, Utah
-Managed Human Resource and payroll for 40 Full Time Associates.
-Handled FMLA, ADA and Military Leaves of absence.
-Filed and coordinated all Worker’s Compensation claims for W2 employees.
- Developed compensation planning and career planning for all employees with an emphasis on all mid-level management 
positions and above
-Coordinated manufacturing staff needed with Onsite leasing agency on a daily basis.
- Advised top management on appropriate employee corrective actions and attended all disciplinary actions.
-Coordinated and administered a 10 Reduction in Workforce Action.
-Worked with broker to add a 401k plan to existing benefits package.
-Completed annual open enrollment and new hire benefits enrollments.

Education

Bachelor of Science: Interdisciplinary Studies, 2003
Utah State University - Logan, Utah
Studied basic Business Management as well as Industrial Hygiene with an interest in compliance and regulatory issues
affecting both employees and employers.

Relevant Certifications (links provided for verification)  

PHR Certification, 2008
Human Resource Certification Institute
Received initial Professional in Human Resource Certification in 2008, renewed in 2011,2014 and 2017.  Currently certified 
through 2020.

https://recert.hrci.org/public/membersearch/certificants?
model.LastName=Kearl&model.FirstName=Dorothy&model.City=&model.State=CO&model.Country=&attr.Designation=PHR&
doSearch=true  

SHRM-CP Certification, 2017
Society for Human Resource Management
Received December 2017, valid through December 2021
https://portal.shrm.org/Public/Directory.aspx?first=Dorothy&last=Kearl&cert=SHRM-CP&country=  
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