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Summary of Qualifications
Human Resources professional offering greater than 12 years progressive HR experience. Extensive background in HR generalist affairs including recruiting, employee relations, legal compliance, compensation and benefits, records management and policy development. Industry experience includes manufacturing, government and more. 
Employment History

GT Global Staffing, Northglenn, CO
Global Staffing provides temporary staffing, direct placement and payroll services to clients nationwide. 

On Site Recruiter/ HR Generalist/ Payroll Administrator, June 2000 to June 15, 2012 

Recruitment
Source, screen, interview and evaluate all levels of candidates for a variety of industries, for direct and temporary placement. Establish and maintain an excellent relationship with our primary clients including multiple supervisors, department managers and Human Resources. Customize an effective recruiting plan for each new position, utilizing a variety of strategies, internet sourcing, job postings, newspaper advertisements, employee referrals and professional networking. Conduct and record all drug and criminal background screenings. Orient new employees to the organization. Run weekly activity reports. Developed custom interviewing format to know and evaluate potential candidates that was adopted company-wide. Helped the company transition to a paperless applicant process. 
HR Generalist
Point of contact for employee relations, resolving all employee issues in a timely manner. Process personnel evaluations. Manage employee retention initiatives. Ability to communicate and work effectively with people from diverse ethnic backgrounds. Design and implement training and development programs for safety and culture of Client Company. Maintain all employee files. Administer all compensation, benefit, and state mandated programs including processing of enrollments, terminations, unemployment, and workers compensation claims. Responsible for compliance with state and federal labor laws. Maintain confidentiality in all aspects of the job.
GT Global Staffing, Northglenn, CO (cont.)
Payroll Administration
Enter data into an integrated payroll system (COATS/ PAYCHOICE).  Process and maintain payroll data (direct deposit, taxes, vacation accrual, garnishments etc.).  Process payroll reports, invoices and unemployment claims.  Respond to all employment verifications requests. Verify identity and employment eligibility through E-Verify. 
Denver Public Schools, Denver, CO
Administrative Support, 1998 – May 1999 
Provide a variety of administrative duties including special projects for school principal.  Actively engaged school personnel, parents, and students in order to establish and maintain excellent communication. 
Frontier Vision Partners, Denver, CO
Accounts Payable Coordinator, 1996 - 1998
Coordinated and supervised all work flow through the A/P department.  Entered invoices into an integrated accounting system (GREAT PLAINS).  Respond to all vendor and company inquiries. Insure customer satisfaction by making sure vendors were paid in a timely fashion.
Education

Front Range Community College - Enrolled in A.A.S. Program
Mountain States Employers Council, Inc., Denver, CO - Communications certificate
Certified Notary Public

Fred Pryor Seminar – Essentials of HR Management
Computer Skills

Microsoft Word, Excel, Power Point, Publisher, Outlook
References
 Excellent professional references available upon request

