Ellen G. Sanders, MBA, CET

8450 Grassy Hill Rd
Home: 540 318-0772



Cell: 540 353-0910
Boones Mill, VA  24065



               

Email: ellensanders@jetbroadband.com
OBJECTIVE

Seeking a challenging, professional position and stimulating environment where creativity and resourcefulness is valued and key to profitability.

SUMMARY

Demonstrated ability to effectively communicate orally and in writing; Organize and present ideas, materials, and concepts accurately and creatively; manage and establish effective working relationships with others; support and work efficiently in team environment; and work within deadlines and schedules.  Ability to research, independently plan and administer multiple projects; excellent analytical and organizational skills. Proven ability to work effectively with all levels of employees and diffuse highly charged situations. Operate with high degree of confidentiality.     

HUMAN RESOURCES
· Knowledge of COBRA, ERISA, FMLA EEOC reporting, ADA, HIPPA, 5500 and related state and federal regulations.

· Responsible and/or managed the day-to-day ongoing operations in a proactive, take charge style by providing: strategic/financial oversight; sales/marketing development; customer relationship management support; technical development or support; active engagement in the development of human capital resources; and the design/execution/guidance of strategic business alliances. 
· Able to make decisions and solving problems by analyzing information and evaluating results to choose the best solution and solve problems.
· Research and obtain relevant information from reliable resources in decision making activities. 
· Organize, plan and prioritize work by developing specific goals and plans to accomplish work.

· Developed, prepared, maintained and implemented various human resources plans, policies and procedures. 
· Developed and administered compensation and bonus programs.

· Conducted wage and salary surveys.
· Updated job descriptions for accuracy and compliance.  
· Experienced in the use and development of ADP, Paychex payroll and HR systems. 
· Performed tasks such as payroll, paying quarterly taxes, child support and garnishment issues.
· Developed and monitored performance evaluation programs.

· Performed benefits administration to include claims resolution, change reporting, approving invoices for payment, communicating benefit information to employees and open enrollment activities. 
· Experienced in administering employee benefit plans including 401(k) retirement programs. 

· Benefit Administration which includes Cobra, 401K, Life and Health Insurance, STD, LTD, HRA, P&C insurance.
· Developed summary plan documents-Wrap documents.  

· Implemented Medicaid and FAMIS programs as needed. 
· Maintained Human Resource Information System records and compiles reports from database. 

· Maintained compliance with federal, Virginia and other state regulations concerning employment. 

· Developed and maintained affirmative action plans; EEO-1 annual reporting; maintained records, reports, and logs to conform to EEO regulations. 

· Conducted and participated in recruitment, selection and hiring protocols for all exempt and nonexempt personnel, students, and temporary employees.

· Created behavioral interviewing materials for internal managers to effectively interview applicants. 
· Created and conducted new-employee orientations.
· Assisted managers in employee relations counseling and exit interviewing.
· Staffed, recruited, counseled and coached employees.

· Accepted all applications and worked with applicants and department heads throughout the hiring process, administering employment tests, background checks, etc., as required.

· Maintained personnel and medical records in confidential manner.

· Encouraged employees to explore new roles within the organization through personal/professional development coaching. Developed and guided others in professional growth and performance enhancement through assuring clarity of goals, employing reflective listening skills and facilitating the generation of options and action planning.
· Participated in administrative staff meetings: assist in evaluation of reports, decisions, and results of department in relation to established goals. Recommended new approaches, policies, and procedures. 
· Developed and implemented programs to assist in achieving departmental goals. 

· Organized and/or delivered training programs. 

· Proficient in Word & Excel. Strong analytical and problem solving skills. 

· Partnered with management team to improve effectiveness in areas such as structure, work processes, teamwork and culture.
· Monitored unemployment and workers compensation claims and assisted department managers with appeals processes. 
· Worked with brokers to determine the quality and cost of benefits, ancillary lines, auto liability and physical, property and workers compensation. 
· Reduced workers compensation costs by 31%; health care costs $500,000 over 4 years. 

· Able to make decisions and solving problems by analyzing information and evaluating results to choose the best solution and solve problems.

· Related Occupations Include: Dean of Education, CEO, and Educational Administrators
REGULATORY AFFAIRS
· Analyzed and implemented environmental, safety, and health programs and procedures to ensure compliance with local, state, and federal regulations.

· Successfully negotiated with state and federal regulatory agencies for major Notice of Violations incurred before my appointment.

· Provided input on focal point and/or site management issues while initiating and influencing the integration of regulatory policies and practices. Provided and determined alternatives for effective resolution of waste management issues.

· Developed employee / management training and compliance programs.

· Responsible for the development and implementation of the SHARPS Program (Safety, Health Achievement Recognition Program).
· Created and implemented effective company Return-to-Work program.

· Designed procedures and conducted inspections to reduce environmental risks and to address emergency situations related to safety and environmental health.

· Chaired safety committee.

· Developed budget for EH&S department.

· Coordinated and managed employee exposure monitoring and tracked data for regulatory compliance.

· Interpreted and applied applicable OSHA and EPA regulations  

· Assisted in the implementation ISO 9000 program

· Responsible for all record keeping requirements such as Tier two, hazardous waste report, Form A/R, OSHA 300 log, air/storm water/groundwater permitting.
· Responsible for air permit assessment, determination and calculations on a monthly, annually or on as needed basis.
· Accountable for determining hazard assessment/risk management programs to reduce injuries and costs
· Computer experience: Outlook, Excel, Word, and PowerPoint. 

· Other attributes include: 
· Knowledge of Government and Business Contracts
· Worked with the business administration for small businesses to obtain Procurement Technical Assistance for Center-Government Contracts, bids and proposals

· OSHA, EPA, EEOC, FARR, MSHA, DOT, DMME, Employment laws
EDUCATION/TRAINER

· Adjunct Professor for workforce development, Community Colleges, and for profit Colleges

· Assess education needs of clients, needs analysis, coordinate instructional materials that is associated with the desired outcomes.

· Scheduled work and activities for specific programs.

· Evaluate on-going performance and compliance with required relevant standards.

· Provide continues feedback and guidance along with expert advice to management and or/groups

· Coach students and other on developmental needs to improved their knowledge and skills.

· Taught many subjects on Human Resources, OSHA, EPA, MSHA and DOT Compliance.

· President of the American Society to Training Development- Roanoke Valley Chapter.
PROFESSIONAL WORK EXPERIENCE

Virginia Western Community College



02/2011-Present

Roanoke, VA

Adjunct Professor 

Dabney Lancaster Community College



01/2011-Present

Clifton Forge, VA

Adjunct Professor 
ES Consulting Solutions, LLC




7/2010-Present

Boones Mill, VA 

President

National College






01/2011-Present

Salem, VA

Adjunct Professor 
The Franklin Group, 





1/2006 – 07/2010
Rocky Mount, Virginia







Corporate Human Resources, Environmental, Health and Safety 

Walker Machine & Foundry (consultant, 1/2006-present)

2000 - 2006
Roanoke, Virginia







Corporate Human Resources & Regulatory Affairs Director

Cycle Systems, Inc. (consultant, 2000-2003)



1999-2000

Roanoke, Virginia






Corporate Human Resources & Regulatory Affairs Director

Environmental Directions





1998 - 1999

Roanoke, Virginia






Project Manager & Laboratory Director

Walker Machine & Foundry




1993 - 1998

Roanoke, Virginia






EH&S Coordinator

PROFESSIONAL CERTIFICATIONS, EDUCATION AND TRAINING  

Masters in Organizational Management

Capella University- Looking towards in completing my PhD 
Masters in Business Administration, MBA

Averett University, Virginia 
BA Chemistry/Biology 

Mary Baldwin College, Staunton, Virginia

AS Medical Technology (MLT)
Elon University, Elon, North Carolina

SHRM Member
ASTD Member-President 
Train-the-Trainer

National Environmental Training Association

Certified Environmental Trainer

MSHA/DMME Approved part 46 

Certified OSHA 10 a & 30 Outreach Trainer
REFERENCES:
 Walker Machine & Foundry
Mike Mauck-Executive Vice President
540-344-6265
Apparatus Repair Service

Wayne Sanders-President


540-537-5420

Rockydale Quarries

Keith Holt- Safety Coordinator

540-597-5017
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