Rebecca E. Quade
8120 W. Fairview Ave., Littleton, CO  80128

Home:  303-904-4548, Cellular:  303-519-9280

Email:  rebeccaquade@hotmail.com
Skills Summary

Knowledgeable, experienced and dedicated Human Resources Manager with 15 years proven ability in the areas of compensation analysis, recruitment, employee relations and benefits administration.  Demonstrated strengths in strategic planning and organizing, meeting deadlines and creating and implementing processes and procedures.  Other areas of expertise include EAP plans, unemployment and disability claims and performance management.
Employment

Human Resources Manager, Brandwise, Inc., Lakewood, CO 
(April 2006-Present)

· Overhauled compensation program, implementing job bands, job descriptions and salary structures for rapidly expanding organization.
· Launched new hire orientation programs spanning health benefits, short/long term disability, life insurance and leave of absence processes.

· Established organization’s first-ever performance management process insuring annual assessment compliance for all employees.

· Proactively sought out unique low cost recruiting techniques, saving organization thousands of dollars in executive recruiter fees.
· Perform employee complaint trend analysis and put processes in place to reduce the most frequent activity.

· Created proactive employee relations plan to direct and train managers of effective work improvement plans.

· Coach managers on all levels of consistent application of various HR processes, including performance management, employee relations issues, corrective action, staff and personal development.

· Handle confidential issues involving gender, racial, sexual orientation, discrimination, sexual harassment, wrongful termination, disability and worker’s compensation.

· Developed a very positive working relationship with all levels of management, enabling a greater focus on shared initiatives to increase the organization’s profitability and competitiveness.

· Ensure compliance of organization with federal, state, local and industry health, safety and operational regulations.
· Developed numerous company policies, including short-term disability, Employee Referral Program, Conflict Resolution Program, Drug and Alcohol Programs.
· Designed and implemented Company Handbook.

· Administer company 401(k) and Flexible Spending programs.

· Research and select insurance plan to meet the needs/budget of a start-up software company.
· Run monthly payroll through Paychex Preview Payroll Software.
Human Resources Generalist/Compliance Manager, Air Methods Corporation, Englewood, CO 
(June 2003-January 2005)

· Handled employee relations issues for pilot group, to include disciplinary hearings and terminations, working in conjunction with union representatives and operations managers.

· Designated Employer Representative for company FAA/DOT Drug & Alcohol Program.  Responsible for training managers in the symptoms/signs of drug and/or alcohol use, conducted annual FAA audits, coordinated all post-accident, for-cause and random testing. 

· Administered Workers Compensation Program for 1700 + employees.

· Coordinated the documentation of all Human Resources processes in Visio format.

· Prepared annual Affirmative Action/EEOC reports.

· Coordinated and oversaw Occupational Health Drug Testing Policy.

· Recruited/interviewed for Aviation, Medical, Accounting, HR and Payroll groups for 120 base locations nationwide.

· Prepared offer letters, conducted New Hire Orientations and coordinated background screenings.

· Researched compensation for mechanic group in 36 states.

Human Resources Assistant Generalist, JD Edwards (now Peoplesoft), Englewood, CO 
(September 2002-June 2003)

· Prepared underutilization reports for HR Managers and assisted with recruiting methods for women/minorities.

· Composed all offer letters and severance packages for U.S.-based offices.

· Assisted with administration of the Work/Life Innovations department.

· Assisted with the rollout of the new Performance Appraisal compensation system.

· Responsible for maintaining headcount reporting for the Americas Sales/Consulting organization, totaling over 2000 employees.

· Member of the ISO 9002 Internal Auditing Team for the HR Department.

· Acting Secretary of the Diversity Committee.

· Assisted Knowledge Resource Analyst for company intranet.

· Systems Thinking Methodology Core Team member.

· Coordinated unemployment claims in 42 states.

Division Human Resources Generalist, AppleOne Recruiting Center, Greenwood Village, CO

 (January 1999-May 2002)
· Developed job descriptions and recruited for all internal Sales Management/Administrative positions.

· Implemented a comprehensive interviewing/screening process resulting in a 42% drop in turnover rates.

· Developed and conducted a New Hire Orientation program.

· Developed an HR Processes for Managers manual used company-wide.

· Implemented an Employee Complaint/Resolution program.

· Investigated and compiled reports on all EEOC complaints.

· Developed and trained managers on a Diversity Awareness program for company and client use.

· Interpreted employment law and benefits inquiries for staff members.

· Developed a comprehensive bonus/commission structure for all sales personnel.

· Coached managers on disciplinary proceedings.

· Conducted exit interviews.

· Coordinated and conducted layoffs and closures in field offices.

Personnel Supervisor, Olsten Staffing (now Adecco), Englewood, CO

(1998-1999)
· Recruited and interviewed qualified candidates in the administrative/clerical professions for client companies.

· Provided resume and job search coaching for applicants.

· Trained applicants on Microsoft Office package.

· Implemented a thorough reference checking procedure.

Crisis Counselor/Front Office Administrator, Mayfair Women’s Center, Aurora, CO

(1993-1998)
· Crisis counseling in the areas of domestic violence, women’s health and drug/alcohol addiction.

· Assistant Office Manager handling patient inflow, multiple phone lines and computer charting of all medical files.

· Accounts Receivable.

· Assessed and provided referrals for on-going psychiatric treatment.

Education

· B.A. Liberal Arts and Sciences, University of Connecticut

· 2003 Professional Human Resources Certification

· 2001 Employment Law Accreditation, American Staffing Association

· Current member of SHRM and CHRA

