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KEY ACCOMPLISHMENTS
	
· Streamlined FMLA process to improve overall tracking efficiency
· Developed a qualification based selection criteria process for applications
· Developed behavioral questions database as a resource for supervisors/managers
· Serve as a key person in the implementation of HRIS/Timekeeper/ and WorkForce Management Software
· Assisted in developing overall key performance measurements for Tracking HR productivity
· Streamlined Performance Review Notification Process
· Assisted in re-vamping the New Employee Orientation Program
· Streamlined Random Drug Testing Program
· Assisted in outsourcing Flexible Spending to a third party administrator
· Ability to develop and maintain relationships with staff 
PROFESSIONAL EXPERIENCE
Harmony Senior Services 		           Roanoke, VA			           2016- present                 
HR Generalist
· Partner with employees and management to communicate various human resource policies, procedures, laws, standards and government regulations
· Assist in the development and implementation of personnel policies and procedures. Provide support in handling administrative Human Resource functions
· Respond to employee relation issues such as employee complaints, harassment allegations, etc. conducting effective, thorough and objective investigations; collaborating with HR Manager on complex HR issues before making recommendations
· Provides human resources services, including talent acquisition, staffing, employment processing, HR related training, and records management
· Establishes recruiting requirements by considering organization objectives; meeting with managers to determine specific needs 
· Manages the requisition process using an applicant tracking system    
· Builds applicant sources by developing relationships with federal, state and local employment related services, colleges, associations, as well as utilizing social media and internet sites  
· Attracts applicants by placing job advertisements using various media to include Company websites, newsgroups, social media, and approved external websites/job boards; conducts focused searches of resume databases for qualified candidates    
· Determines applicant qualifications by prescreening/interviewing applicants; analyzing responses; comparing qualifications to job requirements.  Reviews applicant qualifications with management and makes recommendations.  Coordinates management interviews and follow-up with candidates
· Ensures management updates and communication of job status and issues throughout the recruiting process. Prepares management reports by collecting, analyzing, and summarizing recruitment data and trends
· Interviews, screens and recruits job applicants to fill job openings, as well as attend job fairs as needed
· Assist with new communities with new hire processes to include, preparing offer letter, processing background checks, scheduling drug tests, etc. Then assisting with the onboarding of new employees.
· Maintaining in-depth knowledge of legal requirements related to day-to-day management of employees, reducing legal risks and ensuring regulatory compliance
· Assists with exit interviews, analyzes data and makes recommendations to the management team for corrective action and continuous improvement
· Assists with the filing of the EEO-1 report annually
· Representing the company for unemployment claims as needed
· Assist and provide direction to communities regarding Leave Administration

Weld Tech & Maintenance LLC 		Salem, VA				2013- 2016                 
Office Manager
· Manage the daily administrative tasks for the business
· Manages all Payroll
· Manages all Accounts Payables and Accounts Receivables 
· Manages all safety and personnel policies throughout the business
· Develop and enforce HR Policies
· Manage pre-employment, random and quarterly Drug Screens
· Serves as the Supervisor when Owner is absent
· Completes and renew all contract agreements with commercial customers
· Generate and run reports for quarterly and yearly tax reporting
· Recruiting for the company
· Manages all advertising for the company

City of Salem	Salem, VA				2007- 2013                 
Human Resource Generalist
· Foster teamwork and open door environment across city
· Serves as a key role in representing HR  in Kronos software implementation
· Recruit for all vacancies in City of Salem
· Establish appropriate job requirements and criteria for vacant positions
· Oversee HR Records Management
· Conflict Resolution/employee relations
· Manage FMLA requests
· Develop and enforce HR Policies
· Manage quarterly Random Drug Screens
· Co-ordinate and track Employee Performance Program
· Assist in employee development and training
· Manage Flexible Spending Program 
· Conduct Exit Interviews
· Represent the City as HR Department in a professional manner
· Maintains Compensation and Classification Plan as related materials and benchmark positions
· Process HR Department payroll							
· Answered incoming department calls
· Processed transaction sheets
· Posted job vacancies
· Maintained applicant log
· Assisted with new hire paperwork
· Assisted with employee committees such as United Way, Tap kids, etc.
· Processed department invoices, credit card purchases, and purchase orders

One Beacon Insurance			Salem, VA				2006-2007
Commercial Lines Customer Service Representative
· Provided customer service to policy holders/customer and agents
· Followed up on past due accounts
· Maintained information in the database

EDUCATION
Averett University Graduate of May 10, 2014 with Bachelors in Business Administration – Summa Cum Laude Honors and a member of Sigma Beta Delta

PHR & SHRM- CP Certifications

