JENNA M. JELLISON

1980 Pennsylvania Street, Unit 3320
Denver, CO 80203
Cell: (720) 318-6122
jennamay_13@hotmail.com


EDUCATION

August 2003 
Double Major: Bachelor of Science in Human Resource Management and Business Administration
to May 2007

Minor: Management 


Graduated Summa Cum Laude, Cumulative GPA 3.9, Date of Graduation: May 12, 2007 

Dickinson State University (Dickinson, ND)

Related Coursework: HR Management, Compensation Management, Staffing & Workforce Diversity, HR Development, HR Law, Organizational Behavior, Managerial Finance, Technical Writing, Micro- & Macro-Economics, International Business, Business Policy, Business Ethics & Critical Thinking
RELEVANT WORK EXPERIENCE
Nov 2010
HR Generalist/Executive Assistant/Volunteer Manager, Alliance for Sustainable Colorado 
to June 2011
(Downtown Denver, CO)

· Directly oversaw human resources activities, such as recruiting, organizing & conducting interviews, responding to applicants, managing the intake process, managing employee benefits, managing the employee evaluation process and other related activities that apply to both employees and volunteers;

· Created formal new hire orientation process for all interns, volunteers, and full-time employees and implemented company-wide;

· Wrote job descriptions, offer letters, and templates/samples of both;

· Acted as the public-facing assistant to the Executive Director (ED), which included representing her in meetings & conferences, attending meetings with her, taking and publishing meeting minutes, and providing general office and administrative support to help her run the organization;

· Wrote weekly and monthly status/activity reports, and assist in writing grant requests, grant reports, annual reports and other documents;
· Managed, oversaw, and updated three webpages within the organization’s website (WordPress);
· Researched different group medical/dental/life insurance options, brokers, and retirement planning advisers, which included interviewing multiple brokers, reviewing quotes, and rolling out two new plans to staff;

· Created a webpage, within the Alliance’s website, for posting potential volunteer/intern resumes to allow all 35+ non-profit building tenants to recruit for their internal positions;

· Audited personnel files to ensure proper placement of forms, performance reviews, etc.
March 2010
Human Resources Generalist & Office Manager, Farrell & Seldin Attorneys at Law 
to Nov 2010
(Centennial, CO)
· Managed a broad range of HR functions (as a sole member of the HR department for entire firm-75 employees with 2 offices) including internal payroll administration, health benefits/401(k) plan enrollment and administration, personnel file management & audit, HR policy development, interviewing/recruiting and new hire orientation, workers’ compensation, garnishments, etc;
· Improved accuracy of A/P process by implementing Quickbooks, laser checks, etc;
· Researched different health insurance options and offered price comparisons and suggestions to partner attorneys in making a $200,000 annual decision for the firm;
· Improved the benefits package for employees by suggesting the addition of dental and vision insurance and solely handled  the open enrollment process and change of coverage with carrier;
· Handled the plan administration of a company-wide 401(k) transfer, organized 401(k) enrollment meetings with carrier and financial advisors for CO and NM offices, and was the main point-of-contact for all processes of transitioning to a new company/plan;
· Entirely re-created a thorough and much improved new hire orientation process; 

· Assisted and advised attorneys and company managers about HR issues;
· Received a 5% raise at 90-day performance review due to exceptional work;
· Implemented new system for tracking employee vacation/sick paid time-off.
August 2008
Personal Assistant and Nanny, Dr. Brigitta J. Robinson, MD
to Feb 2010
(Denver, CO)
· Kept detailed daily journal of activities to keep consistency with parents;
· Maintained safe and healthy environment for children;
· Ran errands and organized home for showings;
· Supervised children on educational outings, field trips, parent-taught classes, & preschool; 

· Oversaw playtime and scheduled educational activities for proper child development;
· Proved my dedication by working 24-hour shifts at least once a week.
May 2007
Benefits Administrator (hired as HR Assistant; promoted within 5 months), Wireless Advocates LLC

to Jan 2008
(Seattle, WA)

· Established and maintained good working relationships with a wide range of vendors;

· Served as the company’s main point-of-contact for all employee benefit questions and issues;
· Maintained confidential information for 1500+ employees;

· Managed changes and updates on premium deductions and performed all administrative duties for health, dental, vision, and all other benefits;

· Communicated with A/P dept. about premium reconciliations & suggested solutions for payment;

· Used my ability to prioritize to meet deadlines and work with minimal or no supervision;

· Maintained and improved the company’s unique benefit program for employees in Hawaii;

· Calculated and communicated payment plan options for employees owing premium balances;

· Developed an internal benefit administration procedures manual and completed training of all processes;

· Examined reports for newly benefits-eligible employees, 401(k), and Section 125
· Submitted batch deductions to payroll manager before every payday;

· Verified and approved invoices for payment of all Health and Welfare premiums;
· Organized and managed complex, nationwide Open Enrollment;

· Verified and corrected inaccuracies between HRIS and payroll system (ADP);

· Processed time-off requests, terminations, new hires, status changes, pay adjustments, job title changes, transfers, and promotions and demotions;

· Conducted background checks and examined results for decision in hiring applicant;

· Promoted from HR Assistant (June-Nov 2007) to Benefits Administrator within only five months of employment.
Jan 2007

Human Resources Intern, TMI Systems Design Corporation

to May 2007
(Dickinson, ND)

· Administered a current job, workforce, and utilization analysis for company using MS Excel;
· Conducted an in-depth analysis of adverse impact of internal applicants and created Excel graphs;
· Represented TMI and assisted in recruiting applicants at various career fairs;
· Phoned perspective applicants and scheduled interviews;
· Assisted Human Resource Director and Specialist in multiple tasks;
· Interviewed and performed testing for job applicants in both IT and field positions;
· Drafted applicant-specific interview questions for Human Resource Director;
· Researched, prepared, and wrote company’s first affirmative action plan; 
· Entered job applicant’s information into Sage Abra HRMS software and run multiple reports;
· Assisted the administration of the Wonderlich Personnel Test to assess applicants’ average intelligence and aptitude for learning a job;
· Maintained EEO records and reporting;
· Supervised confidential information on 350+ employees;
· Offered a permanent position (with a 25% pay increase) as Human Resources Assistant upon completion of internship.
REWARDS, ACKNOWLEDGMENTS & SKILLS

College Women’s Basketball Scholar-Athlete

Graduated with Summa Cum Laude honors distinction
Graduated in top 10% of class

Selected member of Theodore Roosevelt Honors Leadership Program 

Selected member of Sigma Beta Delta Business Honors Society 

President’s List for four consecutive years at DSU
SHS Scholar-Athlete

DSU Roughrider Outreach Scholarship and Foundation Scholarship recipient

Ed and Toni King Scholarship recipient

Chris Erdman Business Scholarship recipient

Bob & Alice Stranik Scholarship

3rd place at the DSU Strom Entrepreneurship Conference Business Plan Competition

Computer-related/IT experience: QuickBooks Pro 2010, WordPress, Adobe InDesign & PhotoShop, SalesForce, Mosaic, 

Sage Abra HRMS, ADP, ReportSmith, GERS, Internet Explorer, DOS, Mac OS X, Tucans, HRExpress, 
and MS Office (Word, Excel, Access, Powerpoint, Outlook) 

Typing speed: 73 WPM+
REFERENCES
Ms. Margaret Mailander
Office Manager

Alliance for Sustainable Colorado

1536 Wynkoop St., Ste 4A

Denver, CO 80202

Work: 303-454-3308

mmailander@sustainablecolorado.org

Mr. Thomas F. Farrell PC

Owner and Partner Attorney
Farrell & Seldin, Attorneys at Law
7807 E. Peakview Ave., Ste 410

Centennial, CO 80111

Work: 303-796-8300

tfarrell@farrellseldin.com

Mr. Barry A. Seldin

President and Partner Attorney
Farrell & Seldin, Attorneys at Law
7807 E. Peakview Ave., Ste 410

Centennial, CO 80111

Work: 303-796-8300

bseldin@farrellseldin.com
Ms. Bekki Weldon, Attorney at Law

Jasper Smith Olson P.C.

Missoula, MT

Mobile: 406-439-9628

bekkiweldon@gmail.com

Ms. Dr. Debora Dragseth, Ph.D.

Associate Professor of Business

Dept. of Business and Management

Dickinson State University

Dickinson, ND 58601

Work: 701-483-2696

Deb.Dragseth@dickinsonstate.edu
Mr. Derek Mullens

VP of Human Resources

Wireless Advocates LLC-Headquarters
Seattle, WA 98121

Work: 206-428-2400
dmullens@wirelessadvocates.com

Mr. Kostas Voustas

MBA, MSHROD

Assistant Professor of Business

Dept. of Business and Management, Dickinson State University

Dickinson, ND 58601

Work: 701-483-2309

Konstandinos.Voustas@dickinsonstate.edu
Mr. Craig Dougherty

Superintendent of Sheridan County 

School District #2

Sheridan, WY

Work: 307-674-7405

Cell: 307-752-1778

doughertyc@web.sheridan2.k12.wy.us
Mr. Calvin Kolling

VP, Human Resource Director

TMI Systems Design Corporation

Dickinson, ND 58601

Work: 701-456-6427

Home: 701-225-9870

cal.kolling@tmisystems.com
Mr. Paul F. Ebeltoft

Adjunct Asst. Professor of Political Science & Business

Department of Business Management, Dickinson State University
Dickinson, ND 58601

Work: 701-227-1841

pebeltoft@mackoff.com
Dr. Michael J. Strahan, M.D.

Family Physician
Dr. Strahan and Dr. Hunter’s Office

Sheridan, WY 82802

Work: 307-672-8921

Dr. Brigitta J. Robinson, MD

Trauma and General Surgeon

Denver, CO

Cell: 303-250-8493

brigittamd@aol.com

