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 SKILLS SUMMARY

* Employee Relations        * Payroll

   

* Human Resources
           * Recruiting       * Time Management 

* Full-Cycle Recruiting
     * Digital HR Platform
* HRIS and Payroll Systems   * Track time off * CO Legal Compliance
* Hiring Events      
           * Onboarding
   
      * Schedule Creation
           * FMLA             * Paychex
* Microsoft Office Suite    * Orientation
   
      * HR Administration
           * COBRA           * Paycom
PROFESSIONAL EXPERIENCE

07/2019—Current
Stolle Machinery                   










Centennial, CO

Contract Recruiter

· Assist managers recruiting and hiring for manufacturing and professional positions. Many of the positions were for a union shop.
07/2018—04-2019
Golden Aluminum                    









Fort Lupton, CO

Senior Human Resources Generalist
· Assist VP of Human Resources with daily HR and administration functions 
· Main contact for employees and HR related concerns. Responsible for employee relations and investigations
· Added 50 new production positions to implement a new rotating schedule plant-wide
· Oversee all benefits enrollment and COBRA administration
· Manage all leave of absence and track FMLA. Maintain vendor relationships
· Responsible for all recruiting and onboarding throughout the plant with staffing of over 200+ positions by planning events and attend job fairs
· Conduct new hire orientation and oversee production technician onboarding processes
· Coordinate employee events, recognition and completed training awards

· Assist employees with information changes, benefit enrollment, time off requests and online training. Provided support to managers creating schedules, approving time cards, navigating applicant tracking, and creating personnel action forms
· Implemented HRIS and payroll system into Paycom from paper and manual processes
· Transitioned employees to biometric time clocks and digital HR platform
· Perform back up payroll duties when necessary
03/2015—06/2018


Franklin D. Azar & Associates P.C.                     





Aurora, CO

Human Resource Generalist
·  Assist Office Administrator with HR functions in daily operations including recruiting, onboarding, events, retention, attendance, payroll, benefits, implementing new and existing policies or procedures
·  Revising and reissue of employee manual, create new and revise current job descriptions, conduct three month and annual reviews, disciplinary action, termination preparation, unemployment responses, and multi-office facility management
·  Manage staffing of 200 employees in five physical offices as well as remote employees

·  Manage Paychex for HR functions, payroll, and time and labor time clock
·  Preview for multi-state payroll processing and enter all employees into an internal case management system
·  Manage online benefits through Maxwell Health to ensure benefits are properly enrolled, changed and terminated and update them monthly
·  Reconcile monthly insurance bills to ensure accuracy
·  Conduct open annual open enrollments working with benefit brokers 
·  Work with Paychex to administer COBRA benefits to terminated employees and dependents

·  Engage managers in ongoing human resources and management training and development for better staff management and retention. 
·  Work with managers on employee conduct performance reviews and disciplinary actions 
· Coach managers on policies, procedures and best practices

08/2014—03/2015


United NRG Group                     





 



  Dacono, CO
Human Resource Generalist
·  Manage all company HR functions: benefits, payroll, new hires, terminations and employee relations
·  Enter, process and distribute payroll using ViewPoint.to ensure deductions, taxes and garnishments are taken out appropriately
·  Verify time is allocated to correct jobs for accurate job costing
·  Enter Federal & State income tax payments. Enter 401K contributions into ADP for deposit
·  Develop job descriptions for key positions in the company
·  Identify exempt and nonexempt level employees
·  Recruiting and onboarding for all positions
·  Develop and put applicant tracking system into place
·  Work with insurance broker to ensure employees are enrolled/terminated from benefit plans, including sending COBRA letters to eligible persons
·  Reconcile monthly insurance bill
09/2011—08/2014


Blackeagle Energy Services                    





           Berthoud, CO

Human Resource Generalist
·  Assist HR Director with general HR functions including: full-cycle recruiting, interviewing, new-hire processes, orientation, payroll and benefits administration for hourly and salary positions
·  Administer company benefits, manage temporary, part-time and full-time benefits 
·  Distribute paperwork to enroll/cancel employee benefits, medical support notices 
·  Coordinate annual Open Enrollment for a variety of benefit opportunities
·  Manage child support and employee garnishments
·  Employment and income verifications. Set up deductions into payroll system.
·  Plan, develop, coordinate and implement training or development programs, including create and oversee new hire training and orientation programs
·  Coordinate employee on boarding
·  Help grow company from 200-600 employees in one year with an aggressive recruiting program
·  Create and distribute employee handbooks
·  Enforce company policies and procedures with verbal and written notifications
·  Manage and maintain all HR related files and documentation in confidential manner
·  Ensure files are complete and in legal compliance 
EDUCATION
Colorado State University-Global Campus


2019 – Approx. 2022

Master’s in Human Resource Management

University of Northern Colorado-Greeley, CO


Graduated 2011
Monfort College of Business 

Bachelor of Science in Business Administration 


Emphasis in: 
Management 



Minor in:
Communication Studies

PROFESSIONAL CERTIFICATIONS:
PHR, Fall 2013-current

SHRM-CP, January 2015-current

PROFESSIONAL MEMBERSHIPS:
SHRM

Mile High SHRM 

