Ann Moilanen

9082 Indigo Road ⇨ Rice, MN 56367 ⇨ Residence: 320.393-2427 
annmoilanen@jetup.net
Human Resource Generalist
 RECRUITEMENT | COACHING | BENEFIT ADMINISTRATION | EMPLOYEE DISIPLINE 
HIRING |PAYROLL| FMLA | OSHA | WORK COMP
SUMMARY
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· Experienced Human Resource professional with strong background in benefits administration, payroll, hiring, and employee discipline.

· Knowledgeable in FMLA, ADA, FSLA, OSHA, COBRA and Worker Compensation. 
· Advocate with proven track record of coaching managers, administration, and employees on Human Resource/grievance issues. 

· Excellent written and oral communicator, negotiator, problem-solver, and public speaker who effectively multitasks in fast-paced environment.
· Proficient in Microsoft Office, Outlook, Excel, Power Point, Lawson, Position Manager, Kronos
PROFESSIONAL EXPERIENCE
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Human Resource Generalist, CentraCare Clinics, St. Cloud, MN 
March 2001 to June 2012
· Responsible for full cycle recruitment of healthcare professionals 
· Conducted new hire orientation
· Screened applications & interview candidates
· Maintained Position Manager (Applicant Tracking System)

· Write ad copy & evaluate ad placement strategies, paper and website

· Administrator of employee benefits including health, dental, life, short and long term disability, vacation, sick, 403B, and 401A.
· Responsible for employee discipline, unemployment claims, and unemployment hearings
· Determined compensation for exempt and non-exempt candidates
· Authorized Workers Compensation billing and settlements
· Formally responded to FMLA, COBRA and Workers Compensation situations  

· Researched and stayed abreast of current Human Resource legislation and case law
· United Way Liaison 

· Administrator of online education system

· Led CentraCare Clinics Safety Committee by insuring safety precautions are addressed at all Clinic sites 

Supervisor/Human Resource Generalist, Target Corporation, St. Cloud, MN 
  August 1988-March 2001
· Trained, supervised and evaluated staff

· Created and maintained displays

· Successfully controlled loss of inventory

· Researched and reported stock issues

· Recruited, interviewed and trained new hires

· Responsible for all in-store aspects of human resource administration
EDUCATION 

˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙˙
Bachelor of Science – Speech Communication, St. Cloud State University, St. Cloud, MN 
