Kathleen K. Lauver, PHR

13220 Derryveach Drive

Chesterfield, VA  23832

Home 804-739-4019 Cell 804-339-6431
kkl58@comcast.net
Experience
Human Resources Business Solution-Human Resources Consultant
3/2012-current

Provide HR administration and management to small to medium size organizations. Prepare and create employee policy and procedure manuals, forms, offer letters, assist with recruitment, benefits and on-boarding. Audit employee records and verify compliance with state and federal laws. 

American HomeCare, Inc. – Sr. HR Generalist/Recruiter

5/2011-12/2011

Responsible for company recruitment, compliance requirements & audits to comply with JACHO accredidation requirements. Managed benefits program, led open enrollment presentations and completed on-line benefit elections.  Conducted New Hire Orientations and completion of on-boarding checklist.  Completion of employee on-line annual training requirement registration monthly.
· Job postings for office staff and clinical field positions,  applicant processing to include phone pre-screening, employee verifications, background checks, hiring manager interview set-up.  Completion & presentation of offer letter to selected applicant.
· Manage employee files and perform audits for Home Health Care complience requirements 
· Responsible for all employee benefit programs, new hire enrollment, open enrollment, status changes, claim fliling & resolutions and audit of benefit carrier invoices
· Performed New Hire Orientation to include scheduling, presentation, paperwork, tour of facility and introductions to office staff. Coordination of Clinical Orientation with Corporate Educator.
· Registration completion for employee annual training requirements to include CPR course and responsible for collection of renewed professional license, driver’s license, auto insurance, annual TB Test as required.   










AFLAC- An Independent Associate Representing AFLAC

4/2009-Current

Independent Producer providing Health & Welfare Benefit obtions to companies. Supplemental benefit options to enhance benefit programs for companies and/or for individuals who may be self-employed without company benefit options.  

Union Bankshares - Manager, Payroll, Benefits & Compensation  
3/2007-12/2009
Provide leadership of health, welfare and retirement programs for 800 employees for a $2.2 billion commercial financial institution.  Manage HRIS, HR reporting, benefits program, payroll processing, account reconciliation and general ledger HR accounting, compliance (SOX), internal and external audits.  Instrumental in mergers acquisitions and consolidations of banking affiliates. 
· Evaluation and recommendation of all health and welfare benefit plan offerings, open enrollment processing, presentations and all benefit communications. Responsible for analysis of tier pricing annually.  Chairperson of internal benefits committee.

· Led implementation of 401k Retirement & Profit Sharing plan, Employee Stock Ownership Plan (ESOP).  Responsible for Summary Plan descriptions and admendments.

· Verified 401k retirement match calculations are accurate and calculation verifications of 401k profit sharing company disbursements.

· Processed ESOP Distributions, verification of ESOP profit sharing calculations and annual statements.

· Responsible for compliance requirements for 5500 IRS filings and 1099R’s for BOLI.

· Responsible for workers compensation and the Virginia Employment commission audits.
· Negotiated contracts with HRIS provider.
· Delivered benefit analysis and orientation presentations for mergers/acquisitions

· Coordinated the Executive Deferred Compensation plan and payroll processing.
· Managed Restricted Stock Award agreements and processed as required based on stated vesting schedule.
Hilb Rogal & Hobbs - Manager, Employee Benefits


4/2001-2/2007

Leadership of benefits department for this $700 million insurance intermediary, including benefits plan design and administration, communications and integration of acquisitions.  Managed recruitment for corporate staffing and assisted 120 field agencies.

· Selected and recommended benefit programs, saving company more than $900,000 annually.
· Developed innovative procedures for agency, retirees, COBRA and long term disability benefit billing saving the company $36,000 annually.
· Developed new processing of Flexible Spending Account reimbursements through payroll saving the company $160,000 annually.
· Implemented personnel file system to scanned documents eliminating paper records.
· Instrumental in merger/acquisitions and transition of new employee’s transition to HRH.
· Conducted New Hire Orientation with all newly acquired companies.
· Managed benefit & recruitment staff of seven.
· Participated in HR/PR system conversion and implementation of employee self service program.
· Participated in various company community activities, Habitat for Humanity, Salvation Army, Meals on Wheels and an HRH team member in the Corporate Games. 
Cherry, Bekaert & Holland, LLP - Human Resources Manager

1999-2001
Capitol Medical Center- Benefits Specialist/Orientation Coordinator
1997-1999
Alliant Foodservice- Coordinator of Major Accounts/HR Coordinator
1995-1997
Chippenham Nursing Home - Human Resource Director           

1990-1995
Professional & Personal Affiliations

Direct Support Professional-DSP, 2012-current

Virginia State Health & Welfare Producer License, 2010-current

Richmond Human Resource Management Association, 1990-present

Richmond Compensation Association Board – Director of Membership, 2006-2010
Professional Human Resources (PHR), 2001-current

Donegal Neighborhood Association – Treasurer, 1989-present

Education

Longwood College







1977-1978

References available upon request

