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Summary of Qualifications

 Extensive background in HR generalist affairs and Human Resources Management including over ten years of generalist experience, including acquisitions and conversions in a multi company and multi-state atmosphere.
Experienced in employee recruitment, retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance. Developed and wrote personnel manuals, corporate policies, job descriptions and management reports. Traveled and cultivated relationships nationwide with all the HR managers and leads, creating an atmosphere of trust and reliability with the corporate office. 

Professional Experience

Miners & Merchants Bank- Pine River Valley Bank- Lake City, Co., April 2009- to July 2012
Bank Teller- Customer Service
· Performing a variety of duties, promoting and selling bank products and services to new and existing customers; accountable for accurate and courteous processing of customer transactions contributing to customer relations and efficient teller operations. Accurately answer questions or refer customers to appropriate departments for other services.  
· Return phone calls and follow up customer inquires in a courteous and timely manner.
· Maintain full knowledge of products or services offered relative to departments including bank policies and Bank Secrecy Act compliance.
· Recognize cross selling opportunities and their effect on the profitability of the organization.

                                        
Sysco/FreshPoint, Inc., Aug. 2000 thru Aug. 2008
- Houston, Texas Aug. 2006- Aug. 2008 HR/Payroll Manager
Produce Specialty - with thirty-two operating companies throughout the United States - Division of Sysco Inc.
· Promoted to the corporate office to head up and develop the payroll department combining all of the thirty-two operating companies. 
· Developed a comprehensive training program country wide for the HR managers and payroll leads on the HRIS and time systems and company policies and procedures for Human Resources and payroll. 
· Traveled frequently to all thirty-two locations to train HR persons in payroll, HRIS, and HR policies and procedures.
· Provided support for all the HR managers and leads country wide for employee relation issues, including FMLA, EEO, ADA, AAP, DOL, and OSHA.
· Created payroll reports for senior management providing information to manage, maintain, and recruit employees more cost effectively for the operating companies.
· Actively participated and developed plans and procedures for acquisitions and conversions.
· Built business partnerships with all of the operating companies’ senior managers, HR managers, HR leads, and payroll leads, creating a reliable and trustworthy department.


FreshPoint of Denver -Denver, Colorado Aug. 2000-Aug. 2006 HR Manager
Produce Specialty Company, - One of thirty-two operating companies across the United States - Division of Sysco Inc.
HR Management
· Provided HR generalist support to a group of 270 employees
· Worked collaboratively with management to link HR goals to the business strategy 
· Implemented Affirmative Action Plan
· Coached managers through implementation of company’s new Performance Management System
· Facilitated senior executives in creating mentoring process to develop high potential employees
· Updated policies and procedures for ensuring a drug-free workplace
· Analyzed and reviewed compensation structure for internal consistency and internal equity


Staffing/Recruiting
· Developed and implemented recruiting strategies to ensure company’s ability to attract and retain the best candidates
· Pro-actively recruited all exempt and non-exempt positions through many sources, media campaigns, job fairs, Internet, and employee referral programs
· Supervised staffing agencies in filling exempt and executive vacancies
· Trained managers in recruiting, interviewing, and hiring skills

Employee Relations
· Worked with management as a business partner to provide guidance in employee relations issues
· Implemented AAP in compliance and passed compliance testing by the OFCCP. Knowledge of FMLA, EEO, ADA, AAP, DOL, and OSHA laws, regulations, and compliances.  
· Attended, and still attending, seminars and classes to acquire current knowledge of laws and information concerning FMLA, EEO, ADA, AAP, DOL, and OSHA. 
· Investigated and responded to Affirmative Action/EEO complaints from both hourly and salaried employees
· Ensured employee satisfaction through resolution of day to day employee relations issues
· Counseled employees and management in problem solving and dispute resolution practices
· Worked with union and non-union issues.

Compensation 
· Managed annual salary planning and counseled managers regarding ranking and rewarding employees
· Performed job analysis to determine proper pay structure
· Prepared job descriptions and determined appropriate salary level for all positions (exempt, non-exempt, and hourly)
· Advised management on the use of appraisals to contribute to the growth and development of each employee

Training and Development
· Implemented a company-wide Performance Management System to support new leadership shifting from an entitlement culture to a result driven organization
· Created a Manager’s tool kit enabling supervisors to set performance measures, coach employee development, and develop succession plans
· Developed Management Development programs for mid-level operations management 


Marquest Medical - Denver, Colorado Jan.1998- Aug. 2000 HR Generalist
Medical Supplies Manufacturing Company
· Provided HR generalist support to a group of 125 employees
· Worked with senior management as a business partner to provide guidance in employee relations issues
· Ensured employee satisfaction through resolution of day to day employee relations issues
· Counseled employees and management in problem solving and dispute resolution practices
· Processed and managed bi-weekly payroll
· Recruited for new employees through various sources, media, unemployment, minority associations
· Provided new hire orientation
· Created an exit interview process
· Provided benefit orientation 


EDUCATION
BA, Communications, University of Denver, Denver, Co.
Certification, In Federal and State Employment Law




PROFESSIONAL TRAINING

* Strategic Communication for leaders * Work Climate Survey by Cornell University *People Soft Training * Microsoft Office*

AFFLIATIONS
*Chair person and Mentor for the Women’s College University of Denver



