CARLA A MEFFORD
7295 W. 97TH Place, Westminster, CO 80021
720-371-2844
carlaann68@aol.com

HR PROFESSIONAL	RECRUITMENT & TALENT REQUISITION	BENEFITS ADMINISTRATION
Highly skilled HR professional with extensive hands-on experience in HR administration.  Specialized expertise in benefits administration and management of HRIS systems.  Adept at performing essential HR functions, such as managing the full cycle recruiting process, managing the new hire onboarding process, creating and revising job descriptions.  Talented project manager with keen ability to manage multiple priorities and meet tight deadlines.  Skilled relationship builder who can work collaboratively with business leaders, hiring managers, and other key business stakeholders to drive HR initiative that garner long-term business growth.
AREAS OF EXPERTISE
Office Management & Administration * HR Administration * Benefits Administration * Recruitment & Retention* Vendor Relations * Troubleshooting * Talent Sourcing & Acquisition * HRIS Systems * New Hire Orientation & Onboarding * Calendar & Schedule Management * Customer Service


Employment History:
H.R. Generalist
Circle Graphics, Inc.
07/2010 – 01/2014

· Provide professional, discreet, and confidential H.R. support and information for management, including employee performance monitoring and termination
· Skillfully administered medical, dental, and vision benefits as well as supplemental insurances for more than 400 employees
· Developed and led weekly benefit orientations for new hires and assisted employees with troubleshooting issues
· Benefits administration and billing
· Administrator to the Worker’s Compensation provider as well as first point of contact for employees at time of injury, deciding treatment action and notifying provider and management
· Responsible for follow-up of claims and employee reinstatement, ensuring employees returned to work in a timely manner 
· Administered all leaves, including FMLA and personal leaves, workers compensation, and short-term disability
· Supported day-to-day recruiting operations, including reviewing resumes, conducting pre-screening interviews, and performing background checks to effectively source qualified talent
· Led and managed temporary staff (50 – 100) assignments and worked collaboratively with 5 temporary agencies to fill positions in a timely fashion
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· Conduct exit interviews with employees leaving the company.  Providing them with pertinent and accurate information, notifying necessary health/insurance providers, internal departments, and COBRA
· Initial contact for all incoming calls to H.R. and answer all questions regarding  H.R., benefits, and employee policies and procedures
· Verification of employment requests
· Managed all unemployment claims  

H.R. Administrator
Pason Systems USA Corp.
06/2005-10/2008
· Recruiter, monitoring the recruiting process, conducts interviews, screening assessments and completes the offer/hiring process
· Jointly designed and administered company’s first HRMS system that provided a single-source, employee information database used extensively by senior management and H.R. department
· Contact for local/national vendors and maintaining relationships for physicals, drug testing, employee assistance program, and temporary staffing agencies.
· Administrator for employee files, including personnel file, medical record files, and other H.R. related files
· Conducts recurrent record checks for industry related requirements, including MVR and random drug testing program

Employee Relations Specialist
Regional Transportation District
05/1999 – 10/2003
· Recruiter, monitoring the recruitment process, conduct interviews, screening assessments and completion of offer/hiring process
· Provide counseling to unsuccessful candidates
· Conducts record checks for industry related requirements, including MVR, reference checks, and drug testing
· Conduct new hire orientations weekly



Certifications:
· H.R. Generalist
· Travel Agent

Technical Skills:   
· Microsoft Office
· Ceridian
· Kronos Timekeeping
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