Meghan Woods
1326 Summit Ave N
Sauk Rapids, MN 56379
507.382.0659
Meghanwoods2@yahoo.com

[bookmark: _GoBack]Career Summary:  I am an experienced and well educated Human Resources Professional. As with everything I do, I have put a tremendous amount of effort into fine tuning my skills in the Human Resources field.  My current position and Master’s Degree in Human Resource/Change Management has given me the skills and training needed to be your top notch HR Generalist/Safety Specialist.  
			


EDUCATION:	Master of Arts Degree 
	Area of Study: Human Resources and Change Management                   Fall 2006- Dec 2008
	University of St. Thomas, Minneapolis Campus
GPA: 3.80 on a 4.0 scale, Dean’s List
	
	Bachelor of Science Degree        		                                                       May 2006
	Major: Psychology 
	Minnesota State University, Mankato
	GPA: 3.5 on a 4.0 scale, Dean’s List 			

                                Courses taken include:                                  
                                Introduction to Human Resource Leadership                      Measuring Organizational Outcomes
                                Instructional Design			Organizational Development
	Leading Organizational Change                                          Organizational Systems and Processes
                                Managing Team and Organization Conflict	          Business Law
	Benefits and Compensation		
	

EXPERIENCE:       
	Elk River Area School District				           May 2011 - Present
	HR Specialist
· 
· Recruitment of all staff certified and noncertified
· Employee Support /Relations
· On-boarding process
· Off-boarding process
· Provide data and information to assist with collective bargaining
· Maintain HRIS
· Policy maintenance
· Prepare and deliver reports on HR metrics
· Maintain a very complex seniority list
· Prepare actions for school board approvals
· Create budget spreadsheets
· Salary negotiations
· Record, monitor and verify step and lane moment
· Employee support /relations
· Compliance
· Offer letters and related paperwork
· Maintain job descriptions
· Create interview materials
· Personnel file maintenance & storage room
· 

	Carmichael Lynch			          September 2009 – April 2011	
	HR Generalist/Recruiter

· Staffing (interviewing and hiring)
· Benefits 
· Recruiting Process 
· Employee Support /Relations
· Compliance
· Policy Maintenance
· Offer letters and related paperwork
· Relocation management
· Temporary & Freelance hiring 
· Benchmarking tools for interviewing, freelancers and employee referrals.
· Internships
· Employee Referral process 
· Job Descriptions
· Interview Materials
· Oversee unsolicited resume process
· Manage weekly recruiting status reports
· Updates and maintains HR section on Company Intranet
· Legal posters
· Personnel file maintenance & storage room
· COBRA paperwork (new hire/terms)
· New Hire Benefit Orientations
· On-boarding process
· Employee Verification
· Exit Interviews



Dougherty Financial Group			                      August 2007 – September 2009
	Human Resources Assistant
Conduct new hire orientation
Processing new hire paper work
Involved in the creation of training programs
Benefit enrollment
Supervised Interns
Tracked PTO 
Created weekly newsletter for employees
Involved in the implementation of a HRIS system

	College Nannies and Tutors, Minnetonka, MN                               August 2006 – August 2007
                                     Nanny
· Responsible for the care and safety of a pair of two year olds
· Prepared three meals a day, provided light house cleaning, and ran errands 
· Planned daily activities for the children; trips to parks, museums, etc

                                Trinity Daycare, Mankato, MN                                                         September 2005- July 2006
Childcare Provider
· Responsible for the care of up to 50 children
· Observed and reported daily activities 
· Managed financial responsibilities and budget
· Assisted, monitored, and participated in children’s development and growth through education and activities
· Planned and implemented a variety of age appropriate curriculums 

Rich and Lynette Draheim, Madison Lake, MN                          December 2004- August 2005	       
	Nanny		
· Provided care for an infant
· Ensured a safe environment for an infant 
	
	Swenson Family, Fridley, MN                                                           May 2004- December 2004
Nanny			   
· Owned the responsibility of running and managing a household of four children
· Networked and organized socialization activities for children in the neighborhood
· Prepared healthy and nutritious meals
· Attended family activities
	
                                      Wal-Mart, Mankato, MN                                                                        April 2003- May 2004
Cashier/Customer Service	                                    
· Managed large quantities of money
· Conducted training programs for new cashiers
· Supervised the development of new employees
· Successfully handed customer’s needs and complaints
· Developed and maintained expertise of Wal-Mart’s product lines, services, policies, and procedures, including related changes, as they apply to the training programs 


VOLUNTEER          
 WORK:                    Day of Hope, Mankato, MN                                                                                  November 2005
· Responsible for setting up product display and information center 
· Organized and implemented activities 

                                     Children’s House, Mankato, MN                                                                          November 2003
· Interacted and entertained children 
· Engaged and involved with various learning activities 

                                     Litchfield Middle School, Litchfield, MN                                          January 2001- March 2001
· Supported the teacher with various activities
· Assisted teaching Social Studies lessons 
· Guided and directed students in making sound life decisions 

SKILLS:  		
· Time management, organizing projects, making decisions and creating new ideas
· Computer skills- Knowledge in Microsoft Office (word, power point, excel, outlook), Internet Explorer, and word processing
· Excellent communication skills, both interpersonal and presentational
· Active team player with great leadership skills     
· Excellent research and analysis skills


ACTIVITIES/
HONORS	
· Academic Honor Society
· Psychology Club 2003-current
· Psi Chi 2005-current

REFERENCES:	
· Available upon request  
