CARLA YEHNERT

1025 N. Sterling Ave.
Cell (847) 987-6376 

Palatine, IL 60067
http://www.linkedin.com/in/yehnert
carlats.geo@yahoo.com

· Progressive Human Resources Generalist experience in recruiting, training, benefits administration, OSHA compliance and employee relations for multi-site facilities.
· Proficient in communicating employee health benefit policies and solving problems for active/retired, union/non-union employees. 

· Effectively implement, maintain and administer benefits and HRIS services for Fortune 500 and small to mid-size companies, with a proven ability to increase process/system efficiencies, customer satisfaction and overall business improvement.
· In-depth knowledge of benefit laws and regulations including ERISA, HIPAA, COBRA and FSA. Additional knowledge in FLSA, EEOC, OSHA and DOL regulations.

· Published author with expertise in researching, analyzing and producing communication materials.

HRIS Technical Skills

· Strong systems knowledge in multiple applications, including Microsoft Navision 5.0, ADP Enterprise 5.0, ADP Reporting 12, P2K, HR Portal, PeopleSoft Vantiv, SharePoint, TBA-GUI, Lotus Notes 6.5. Utilize the Microsoft Office Suite: Word, Excel, PowerPoint, Access and Outlook.

· Strong understanding of relational databases: Microsoft Navision 5.0, ADP Enterprise, SAP ECC6.0, Oracle HRIS, System V, Task Manager and SAMS.

EDUCATION

Lewis University, Romeoville, IL, B.A. Human Resource Management Minor: Business Administration
PROFESSIONAL EXPERIENCE

SPARTON CORPORATION, Schaumburg, IL 
June 2013 – September 2013
HR Administrator (Temporary)

Responsible for assisting in onboarding process by creating new hire packets, performing new hire orientations, performing background checks and entering enrollment data into carrier websites. Recorded database issues and communicated with ADP Consultant for resolution. Distributed pension documents to retirees and TPA to ensure timely pension completion. Reconciled insurance invoices and submitted for approval. Benchmarked Domestic Partner procedures and updated information on intranet. 
· Updated compensation grid to reflect accurate data for start of 2014 Fiscal Year. 
CONVERGE WORLDWIDE, Arlington Heights, IL 
2012 –2013
Retirement Plan Administrator
Responsible for daily operations of the Ministers Retirement Plan, with $138M in assets for 634 retirees and 774 active participants. Interacted with the Accounting department to maintain accurate payment records for annual audit and 1099-R processing for the IRS; balanced the department monthly and posted allocation of earnings online. Performed automatic calculations for pension and QDRO payments and created retirement kits for participants. 
· Recognized and communicated data recording problem to IT Department resolving posting errors.
· Designed new communication material and managed team member in redesigning the website. 

· Enrolled 150 participants and increased assets by $10M bringing the plan 11% closer to being fully-funded.
WHEELS, INC., Des Plaines, IL 
2011
Benefits Administrator Consultant

Directed the enrollment process for a privately-held global organization, offering employees a full range of active and retirement benefits. Established and maintained effective working relationships with external speakers and vendors. Reviewed 2012 Open Enrollment Summary and communicated updates to insurance broker to ensure accuracy with company policy and IRS contribution limits. Guided employees in active enrollment process using a self-service ADP system and proactively resolved benefit issues. Tracked wellness assessment completion. Composed communication materials for pre and post-enrollment utilizing ADP reports.

· Calculated employer tax contributions and developed Benefits and Compensation Statement for staff.

· Composed 2011 bonus compensation spreadsheet requested by C-level management.

CARLA YEHNERT 


 





Page 2

AON HEWITT, Glenview, IL 
2010 – 2011

Participant Service Specialist (contract)

Provided benefits administration/analysis assistance and demonstrated confidence in the area of health and welfare benefits to union and non-union employees of small and mid-size companies within a call center environment, resolving 80 calls daily. Supported clients in health and welfare and defined benefits with a thorough understanding of plan documents. 

· Project lead for 1099R e-mail requests.

· Researched complex plan issues and provided resolutions.

· Assisted shared client team with workflow completion to meet goals.   

· Researched pension database and updated data log of commenced pensions. 

HEWITT ASSOCIATES, Lincolnshire, IL
2005 – 2009 

Employee Benefit Specialist, 2006-2009

EXPRESS PERSONNEL Customer Service Specialist (Contract) 2005-2006

Administered benefits to Fortune 500 employees within a call center environment resolving 56 inbound and 30 outbound calls daily, streamlined the call process and interpreted complex language and simplified it to ensure a thorough understanding.  Processed automatic pension calculations, analyzed and resolved defined benefit issues in areas of service bridging including manual calculations, defined contribution and group health benefit related to billing, premium and enrollment questions for active and retired union and non-union employees.

· Responsible for providing written resolution to complex benefit policy issues.

· Lowered error rate 10% through coaching fellow associates.

· Reduced data errors and advised recordkeeping of data flaws which resolved pension payout issues.

· Performed annual dependent audits and saved client companies over $1.5M in unnecessary expenses. 

MENARDS, Palatine, IL
2004 – 2005

Department Manager

Utilized employee strengths to meet project deadlines and developed a team building atmosphere.  Planned daily merchandising schedules for department employees. Controlled inventory and accurately identified overstocked items. 

· Monitored employee performance to ensure top performance and increase sales by 20%. 

· Showcased employees in training process to exhibit product and sales knowledge. 

· Assessed employees and communicated corrective actions to improve performance. 

RESTAURANT ASSOCIATION OF MARYLAND, Columbia, MD 
2002 – 2003

Office Manager


Directly reported to the Director of Administration and supported the CEO in daily operations, while functioning as a liaison for all department directors. Coordinated meetings and networking events for the Board of Directors.   

· Identified spending trends and implemented a cost savings process which reduced expenses by 60%.

· Recognized a need for cross-functional training and instituted a program to assist associates. 

· Managed the Gift Certificate Program with yearly sales of $50,000, and guarded the program from fraud.

· Researched, tested and presented cost-effective software for administrative use.
CONTRACT ASSIGNMENTS IN HUMAN RESOURCES

Manpower/Ivex Packaging, Grant Park, IL 
HR Administrator
2001
Standard Bank & Trust, Evergreen Park, IL    
HR Generalist
September 1997 – March 1998
Panduit Corporation, Burr Ridge, IL    
HR Assistant 
June 1997 – September 1997
ONLINE PUBLICATION

The Economic Evolution of Health Care
National Health Care Reform Magazine      Published July 13, 2010

VOLUNTEER

Career Leader


Employment Services
January 2012 - Present





