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COMPANY, City, State








3/00 - Present
Manager of Human Resources








· Significant experience in compliance encompassing Affirmative Action, EEO, Union Contracts, federal, state and local laws regulating the environment.  Update policies, procedures and employee handbook.

· Perform HR audits, which has resulted in a decrease in the number of employment related issues escalating to outside litigation.

· Handle confidential issues involving racial, gender, sexual orientation, discrimination, sexual harassment, wrongful terminations, disability, FMLA, and Workers Compensation.  

· Coach managers on all levels on consistent application of various HR processes, including performance management, employee relation issues, corrective action, staff and personal development. 

· Initiated outsourcing of exit interviews which has resulted in accurate, independent and reliable reporting for all departments corporate wide.  Additionally, this resulted in our attrition rate decreasing by 15% through improved orientation, and sourcing.  

· Participate in Union elections and labor contract negotiations.   

· Handle EEO charges and assist with identifying training opportunities in sexual harassment, employment discrimination, ADA and diversity.  Represent Company in court actions as needed.

· Spearheaded and successfully worked with our training and IT departmental teams to implement online orientation CD.  

· Handle all terminations, severances, and outplacement packages for the entire corporate campus.

· Created proactive employee relations plan to plan, direct, and train managers on effective work improvement plans, handling of FMLA and various management issues to support enhancing their learning needs.

· Heavily support leadership team to accomplish set targets and goals.

· Effectively support recruitment and staffing and organizational effectiveness departments in areas of recruiting and staffing, diversity and balanced workforce initiatives, hiring process, contract labor, as well as sourcing alternatives:  handled extremely sensitive information with high respect for privacy.  Participate in job fairs.

· Support Operational objectives by completing company’s EEO-1 reports each year, monitoring Affirmative Action Planning and GSG and OIG reporting.

COMPANY, City, State








1/96 – 2/00

Human Resources Generalist










· Responsibilities included all human resources functions including Compensation, Benefits, Communication/Community Affairs, Safety/Security, Recruitment, Employee Relations, HRIS, Work-Life Balance, Training and Development.

· Maintained, updated and communicated benefits, policies and procedures, handbook, practices and programs consistent with corporate and department strategies and objectives.

· Reduced turnover through targeted recruitment efforts and an improved retention strategy.

· Reduced workers compensation lost days by 20% working in collaboration with risk management.

· Indirectly supervised staff of 3 employees, which included a benefits representative, administrative assistant and training coordinator.

· Performed employee complaint trend analysis and put processes in place to reduce the most frequent activity.  

· Developed an extremely positive working relationship with all levels of management, enabling a greater focus on shared initiatives to increase the organizations profitability and competitiveness.
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                 Contract Accounting
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