Jacqueline Lyaruu-Macha

6946 Sunflower Circle S

Cottage Grove, MN 55016

Tel: 651-206-7525

OBJECTIVE:  To secure a career that will allow me to incorporate my HR and people skills experience and become part of a team that contributes to the organization’s success.

EDUCATION: 

Bachelor of Science in Human Resource Management (HRM)



Metro State University, St. Paul, MN (May 2005)




A.A.S. Applied Management



Hamilton College, Mason City, Iowa (June 2000)




Business Administration Course Work



Waldorf College, Dar-Es-Salaam, Tanzania (June 1998 – May 1999)

PROFESSIONAL SKILLS:

· Ability to organize, multi-task, and manage time in an Administrative/Human Resource Generalist capacity

· Proficient in HRMS and PeopleSoft,  HRTS3 System, Microsoft Word, Excel, PowerPoint and Outlook

· Effective recruiting, interviewing and selection skills

· Effective interpersonal and communication skills

EXPERIENCE:

Golden Living Center, St. Paul, MN

Human Resources Coordinator 
February 2013 – Present

· Maintains, communicated and assists Executive Director with training of written policies and procedures

· Assist with preparation of information requested or required for HR audits and compliance with federal, state and company requirements

· Answers employee questions regarding understanding, interpretation and implementation of HR policies and procedures.

· Administer employee benefit programs and answer related questions as necessary

· Processing of new employee paperwork including I-9 and entry through PeopleSoft, maintenance and administration of personnel files

· Administer worker's compensation and safety programs 
· Participate in employee's grievance process 
· New employee orientation and administration of all employee mandatory trainings and education

· Assist in the training in regards to the maintenance of personnel files, record retention standards and requirements for disciplinary and evaluation procedures

· Ensure compliance with state and federal statutory requirements including the Fair Labor Standards Act, Title VII of the Civil Rights Act, Affirmative Action Plans, Age Discrimination in Employment Act and Worker's Compensation

University of Minnesota, Minneapolis, MN
July 2008 – February 2013 

Personnel Specialist

· Work with HR Manager and department administrative staff on salaried faculty/academic staff appointment monitoring, academic terminations and transfers.
· Coordinate interview/candidate visit arrangements with off-campus clinic faculty and administrative staff as necessary. 

· Maintain new appointment and termination entries into the HRIS

· Manage COBRA and Employee leaves

· Reconcile payroll abstracts and oversee distribution of pay statements and paychecks.
· Appointment, leave and pay rate entry changes for Medical residents for departments of Dermatology  and Ophthalmology
· Job posting and applicants maintenance through University Employment system
· Immigrant visa processing for the department of Family Medicine and Dermatology
· Assist Managers and Supervisors on creating and mailing of new hire offer letters.
· New employee Onboarding including completion new hire paperwork, I-9 through E-Verify
· Entry of new appointments, payroll transaction and vacation/sick records into PeopleSoft.
· New employee Orientation and explanation of Employee Benefits

Lyngblomsten Care Center, St. Paul, MN

Human Resources Coordinator

August 2006 – July 2008

· Act as a resource person for employees and management regarding work-related and/or personal issues. Interpret personnel policies as necessary. Work with management and staff to resolve conflict situations.

· Recruiting and completion of background checks

· Process all newly hired and terminated employees in compliance with Lyngblomsten policies and legal requirements.

· Assist in administering and interpreting employee benefit programs and/or services.

· Benefits reconciliation 

· Maintain an accurate system for logging applications for employment, persons hired, promoted and terminated. Periodically monitor for compliance with AA/EEO policy. Complete annual compliance report for Minnesota Department of Human Rights.

· Assist with preparation and follow-up for General Orientation Program, as well as present Human Resource related topics.

· Worked on 1st report of injury and worker’s compensation claim processing.

Integrated Home Care, St. Paul, MN

Administrative Secretary/HR


July 2004 – July 2006

· Scheduling interviews and conducting phone screening for possible candidates. Conduct interviews for clinical staff and check references. Participate in hiring decisions. Conduct background checks. Prepare weekly job posting. Maintain personnel/performance files and records. Prepare training packets

· Communicate with relevant departments and external customers regarding concerns. Establish effective inter-departmental communication. Provide office support for special projects for leadership team and clinical managers.

· Assist with timely data collection for internal tracking and analysis purposes

· Formatting and editing letters, reports and all other correspondence. Coordinate meetings and make arrangements for conferences, and events. Publish and edit company’s monthly newsletter. 

· Provide backup support for receptionist

