Tejha L.J. Johnson

3090 S. Quintero Way, Aurora, CO 80013

303-810-8616
tejhajohnson@live.com
	Summary OF Qualifications


Accomplished Human Resources Professional with strengths in strategic human resources, Results driven hands-on Generalist with extensive experience in assessment, coaching, facilitation and employee relations/labor relations to increase employee effectiveness and productivity.  
Expertise includes employment law, employee relations, management, benefits administration, recruitment/staffing and training /development. Demonstrates talent for identifying and solving problems. Recognized for outstanding employee relations skills.

	EMPLOYMENT HISTORY


Integrated Airline Services Inc







2005-2012
Human Resource Generalist 
Denver, CO 80207
 Human Resources:  
Successfully manage / trained HR Generalist/HR Assistants staff of 3 to handle New Hire reporting, I’9 compliance, new hire data entry in to GP (Great Plains).

· Written and Verbal employment verifications handling. 

· Employment wage audits.  

· File maintenance & record keeping, drug testing and background check review and distribution.

· Responded to Unemployment claims with detailed termination information for initial claims and upcoming hearings as well as coordinated with station managers/ 1st hand witnesses for upcoming hearing information.

· Managed Random drug testing policies, DOT FAA & DOT FMCSA and SSE selections.

· Managed EEO and Affirmative Action Planning and record pulling for reporting.

· Provided direct support and worked closely with the CEO, President, CFO and Director of Human Resources on special projects or any other requests.

Benefits:  
Administered hourly and salary benefit plans for 2,000 + employees.
· Worked closely with the company broker in renewal decision making and enrollment planning.
· Ran Census Reports for testing.
· Monthly billing consolidations to ensure billing accuracy.
· Filed 55000 filings.

· Responded to medical support agencies.
· Assisted employees with benefit questions and issues, worked closely with providers and employees for answers and solutions.

· Hands on experience with: HDHP, PPO, FSA, HRA, COBRA, FML, STD, HIPAA, ERISA, Term Life Ins and Critical Illness plans.  

· Has some knowledge with Workers Compensation.
Operations: 
 Worked closely with 45 Station Managers and Administrative Assistants in 40 locations Nationwide.

· Assisted in hiring needs, advertisements, job fair planning, on site drug test collections and applicant screening.

· Distributed complete drug test and background check results to appropriate stations on a daily basis after review.

· Coordinated new business start up’s, planning for new locations, place advertisements, uniform ordering, communicate contract requirements and law requirements for new locations.

Communicated State and legal requirements as well as company policies and procedures to reduce the liability of injuries and law suits.
Aspen Pet Products Inc. 







2002-2005
Administrative Assistant / Generalist to the VP of Operations

Denver, CO 80238

· Assisted the VP of Operations in major projects. 

· Processed New Hire Paperwork.

· Maintained Personnel files.

· Coordinated travel arrangements.

· Scheduled meeting and recorded meeting notes. 

· Assisted with time card and payroll corrections.

· Created time cards and managed the time clock updates.

· Verified social security with SSA.

· Reviewed and interviewed job applicants as well as assisted with new hire selections.
· Planned training programs. 
· Directed services such as maintenance repairs for copiers, fax machines and phone lines. 
· Assisted with data entries for new products.

Acosta Sales and Marketing Inc. 






2001-2002
Sales Marketing Specialist 
Aurora, CO 80014
· Managed customer relationships and productivity with clients.

· Coordinated invoices, Payments and tracked against allocated budgets.

· Assisted sales in assembly and shipment proposals.

· Developed and created sales tools.

· Planned/attended as well as implemented marketing activities for trade shows and food shows.

· Quoted prices and credit terms.

· Prepared sales contracts for orders obtained.

· Placed orders and tracked delivery for customers.
	EDUCATION


Eaglecrest High School 








Diploma

Working on obtaining my PHR/SPHR





  
2012

Currently pursing my BA in Business/Human Resources



HIPPA Certified











MEMBER OF: 

SHRM

MSEC

	References


Harry B. Combs Jr. 




 Michael V. LaBarbera

Integrated Airline Services Inc. 
Integrated Airline Services Inc.


Chairman & CEO 
CFO

303-376-6918 
303-376-6924

tcombs@iasair.com
mlabarbera@iasair.com
Scott King

Integrated Airline Services Inc. 

Human Resource Director. 

303-376-6918

ssking@iasair.com 


