Valerie M. oleson
9590 West 20th Avenue ( Lakewood, CO 80215 ( (303) 564-2525 ( vmw831@gmail.com
HUMAN RESOURCES PROFESSIONAL
The HUMAN mind is our fundamental RESOURCE. – John F. Kennedy
SKILLS OVERVIEW

· Benefits Administration

· Policies & Procedures Manuals
· HRIS

· Performance Management

· Staff Recruitment and Retention

· Employee Relations

· On-Boarding & Orientation

· Payroll Processing

· FMLA/AAE/EEO/WC/UI
· Teambuilding & Supervision
· Staff Development & Training
♦ ♦ ♦ ♦ ♦ ♦ ♦

EDUCATION AND OTHER TRAINING
Red Rocks Community College

Associates Degree – In Progress
City of Denver

Sales and Use Tax – Certificate 2012
Western Nebraska Community College

Family Advocate Training – 2010

Crossfit Level 1

Instructor/Trainer Certification – 2010

Cogentrix – Company Training
Purchasing, Contract, Term and Conditions Writing and Benefits Administration – 2008 thru 2009

Cox Auto Trader – Company Training

Management Training, Tech Support, Employee On-Boarding

Fred Pryor Seminars

Sales and Use Tax – Certificate 2004

OSHA – Certificate 2004
Snelling Personnel Services

Personnel Management

Account Management
2000 thru 2002

Otten, Johnson, Robinson, Neff & Ragonetti, P.C.

Employment Law Seminar – 2001
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CAREER HISTORY

KJT Landscaping: Commerce City, CO.

       Aug. 2013 to April 2014
Hired thru Accountemps - Time w/ Agency 
       Aug. 2012 to Aug. 2013
Accounting & Human Resources Clerk
Duties Include: Employee On-Boarding, Personnel File Maintenance and Periodic Audits, Payroll for 50 employees, Policy and Procedure Preparation and Implementation, Training, EEO/WC/UI, Accounts Payable, Sales & Use Tax.
CCI: Evergreen, CO.



       April 2011 to Feb. 2012

Accounting & Human Resources Coordinator
Duties Include: Employee On-Boarding, Orientation, Benefits Administration, FMLA/AAE/EEO/WC/UI, Personnel File Maintenance and Periodic Audits, Multi-State Payroll for 140 Employees, Assist with Employee Handbook Preparation and Implementation, Various HR Reports, Multi-State, City and County Sales & Use Tax.
Volunteers of America: Lewellen, NE.
     
       Nov. 2009 to Oct. 2010

Human Resources Administrator/Exec. Assistant/Family Advocate
Duties Include: Employee and volunteer on-boarding, benefits administration, WC/UI, personnel file maintenance, maintain current teaching licenses and First Aid/CPR Certifications, Financial reporting for board meetings, Family Advocate for Head Start program.
Plains End, LLC/Cogentrix Energy: Arvada, CO
        July 2008 to Sept. 2009

Plant Administrator/Primary Buyer/Local Human Resources Administrator
Duties Include: Employee On-Boarding, Orientation, Benefits Administration, FMLA/AAE/EEO/WC/UI, Personnel File Maintenance, Payroll for 20 Employees, Oversee policy administration, Assist with EHS/NERC Administration, Buyer/Contract Negotiations, A/P.
Cox Ent./Auto Trader Magazine: Golden, CO.
        Aug. 2005 to Feb. 2008

Office Manager/Local Human Resources Administrator

Duties Include: Employee On-Boarding, Orientation, Benefits Administration, FMLA/AAE/EEO/WC/UI, Personnel File Maintenance, Payroll for approximately 35 Employees, Oversee Policy Administration, Various HR & Financial Reports, Manage up to 4 direct reports.
Other Career Experience

Prestige, Inc.: Brighton, CO.


        Nov. 2002 to July 2005

Office Manager – Bookkeeping and Human Resources
Snelling Personnel Services: Denver, CO.
      April 1999 to Nov. 2002

Personnel & Major Acct Manager – Human Resources/Personnel Mgmt.
Gdovin, L Lavetan & Sons. York Drilling, York, PA.
   9/1992 to 4/1999

Sales Associate, Assist Mgr., Training Mgr., Exec. Admin, Staffing Coordinator, Office Manager, Human Resources
