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HUMAN RESOURCES 

I am a highly accomplished Human Resources Manager with more than 15 years of progressive experience developing, executing, and managing strategic human capital programs that streamline operations, enhance employee relations, and drive business success. Expertise in managing employee issues, compensation placement, workers’ compensation issues, training, and computer information systems.  I have a proven track record of administering benefits and payroll programs, facilitating communications between management and employees, and leading high-performing teams to enable optimum, bottom-line results.


PROFESSIONAL EXPERIENCE

AMERICAN INDIAN COLLEGE FUND, Denver, Colorado  ( July 2009 to present
Non-Profit Organization 
Human Resources Manager

Responsible for ensuring that the human resources objectives of the organization are met and the overall operations of the office are running efficiently.  I help the Fund achieve its mission and strategic goals by hiring the best employees, providing HR support to employees, and ensuring that employees have a good working environment in order to complete their tasks.  In addition, I demonstrate the values of the organization in order to recruit and retain qualified employees, provide audit-ready personnel files and records, and ensure money is spent in a cost-effective way.  My role supports auditors, potential legal cases, and all employees.
Key Achievements 
· Handles the “tough” talks with employees professionally and keeps good relationships as a result of them

· Employee Relations 
· Implemented a new Performance Management tool that provides employees with a realistic picture of their strengths and weaknesses

· Updated all job descriptions

· Created and trained staff on Sensitivity Training, Hostile Work Environment Harassment, Interviewing: Legal Interview Questions vs. What’s Not Legal to ask, and Supervisors training on Completing Performance Appraisals with honesty
· Recruited & hired hard to fill positions: Vice President, Director of Projects & Research, etc.

· Represented the Fund in a legal case which resulted in our favor
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ADAMS COUNTY SCHOOL DISTRICT 50, Westminster, Colorado ( 2001 to June 30, 2008
Public education organization with 1300 employees.

Human Resources Manager
Managed employee relations, compensation plans, payroll quality assurance, position inventory and all Human Resources Reports. Oversaw Workers’ Compensation cases. Advised Hiring Managers on hiring and recruitment procedures.  Worked job fairs and interviewed candidates for open positions. Facilitated communications at all levels of organization and resolved employee issues.  Supervised staff of nine.
Key Achievements

· Worked with the union to resolve employee issues

· Developed and maintained tracking system for Staff Development of 750 licensed personnel.

· Placed every employee hired within approved Compensation Budget.

· Conducted Salary Compensation Studies of surrounding areas to revise salary schedules.

· Developed and implemented new tracking system for Leave of Absence, FMLA, and Workers’ Compensation. 

· Wrote procedures for Worker’s Compensation, Annual Compensation & Benefits Handbook, Leave of Absence, and Recruiting Brochures.

· Completed Annual State Reports. 

· Created software specifications for HR’s new Computerized Information System (CIMS).

· Spearheaded planning of retirement dinners, new hire parties and orientations.

· Maintained 135+ job descriptions of nonexempt employees.

EG&G ROCKY FLATS PLANT, Golden, Colorado 

Government contractor for Department of Energy. 10,000 employees.

Human Resources Technical Administrative Coordinator Performed numerous HR activities, including recruitment, selection, classification, salary and benefit administration, and equal employment opportunity activities. Conducted employee training and oversaw employee relations. Provided HR Generalist support to assigned departments. Managed unemployment claims and wide-scale terminations (2,000 employees). Wrote and maintained system procedures. 

FORMAL EDUCATION

Bachelor of Science in Business Management

University of Phoenix – Westminster, Colorado

*National Deans List two years in a row

Associate of Science in Science with emphasis in Hazard Materials Management

Front Range Community College – Westminster, Colorado

CERTIFICATION & MEMBERSHIP

Professional in Human Resources (PHR) 

Member of Society for Human Resource Management (SHRM)
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