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HUMAN RESOURCES COORDINATOR

· Researched the labor market and wage trends by investigating a variety of occupational areas by reviewing job postings, number of openings, contacting employers, recruiters and staffing agencies, determining wage ranges and hiring activity.
· Provided data to respond to salary surveys; matches jobs, compiles wage data, responds to inquiries about company pay practices.
· Self-motivated human resource/benefits professional with seven years of experience as a Human Resource Generalist.
· Goal-driven leader with a proven track record of establishing strategic plans, priorities, work assignments, and solutions within allotted time and resources with eight years in supervisory/management positions.


PROFESSIONAL EXPERIENCE AND KNOWLEDGE

Margot Burns & Associates, Denver, CO					May 2011 to present	
Labor Market Analyst									  
Labor market research and surveying to support vocational evaluations and earning capacity assessments
Key Accomplishments:
· Joined forces with vocational/earning capacity evaluator to drive results necessary to provide valuable research for litigation cases.
· Expertise in understanding labor market trends, recruiting practices, and earning capacity of employment candidates with diverse backgrounds.
· Executed research to assist individuals in career transition to obtain employment.


William L. Thompson, M.D., Denver, CO						2004 to 2009	
Management/Accounting							       
Managed payroll, accounts payable and employee expense reports
Key Accomplishments:
· Contributed to the development and implementation of management and accounting procedures, working closely with external accountant
· Excellent skills utilizing QuickBooks
· Successfully implemented procedures to assure proper allocation of company expenditure budget, performed financial verification to determine sufficient funding prior to purchases and payments.
· Coordinated company financial information and reported to President.

Consumer Affairs & Financial Assistance Program, Fort Sam Houston	2000 to 2002
Provided financial counseling and budget advice to U.S. Army personnel
Key Accomplishments:
· Evaluated clients’ financial situation, listening empathetically, gathering facts, and analyzing total needs
· Provided financial recommendations to clients to assist them to solve budget problems
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Colorado Business Leadership Network, Denver, CO
Operations Manager and Corporate Developer				        1995 to 1999
Promoted employment opportunities benefiting the business community and people with disabilities
Key Accomplishments:
· Developed relationships with over 300 businesses to promote the hiring of workers with disabilities.  Networked with community agencies to create linkages for employers.  Exceeded goals for private sector involvement in job hires.
· Motivated corporations to network with other businesses, sponsor events and services, and join our Advisory Board.
· Marketed a fee-for-service program to private and public sectors.
· Created a Business Advisory Board of 12 members representing major corporations throughout the Denver area.
· Organized and delivered public, private, individual and group presentations, briefing and training courses on an on-going basis.
· History of collaboration and maintaining effective working relationships with funders, other non-profit corporations, government agencies, and the business community.
· Effective design and editing of the policy and procedures handbook to assure compliance.


Prudential Insurance Company, Englewood, CO					1988 to 1995
Human Resource Generalist						
Manager, Recruiting and Development
Recruited, screened resumes, interviewed, tested and selected all sales and marketing representatives for Prudential Financial Services.
Key Accomplishments:
· Played a key role in training and supervising sales representatives for the first six months of employment.
· Fostered a teamwork/open-door environment conducive to positive dialogue across the organization. 
· Promoted to fulfill a broad range of HR functions, including training and supervising and benefits specialist.
· Successful coordination and streamlining of the analysis and approval of all hiring documentation to achieve optimum time effectiveness.
· Managed all confidential personnel information to achieve highest levels of professionalism. 


OTHER PROFESSIONAL EXPERIENCES
Epilepsy Foundation									8 Years Total
Board of Directors								
Elected to Secretary, Vice President and ultimately President of the Board.


EDUCATION
BA, Colorado State University, Social Science with a concentration in Industrial Relations



