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	PROFESSIONAL STATEMENT

	
	· Strategic leader with 7 years Human Resource and Compensation Management experience primarily in high-growth manufacturing companies. Proven ability to bring about change and enhance business performance by implementing strategic Human Resource benefit plans, employee relations initiatives and compensation packages. Track record of building programs and creating new policies to meet the needs of fast-growth organizations, and providing leadership within the Human Resources and Compensation departments.


	Professional experience

	
	07/2009 – Present                          Associated Hygienic Products, LLC
 Corporate HR Payroll Manager                                        A DSG Company

· Established and implemented written SOP’s and documented policies and procedures for all locations, creating consistency across the board.
· Developed and implemented training initiatives for succession planning and on the job training.

· Developed employee relation initiatives included United Way contributions, Children’s Healthcare volunteer opportunities, companywide employee functions and open door policy.

· Analysis of benefits, incentive plans, and compensation packages. 

· Increased productivity by mapping and implementing HRIS & Payroll Systems. 

· 401K Administration including plan analysis, plan documents, 5500 and ADP Testing, Non-Discrimination Testing Data

· 99% benefit and payroll accuracy during plant opening with 300% growth during a one year span.

· Decreased manual check distributions due to inaccurate data by 80% and as a result saved 20k annually in time and functionality.
· Decreased manual time entries, attendance issues and paperwork by implementing automated time cards and biometric time clocks.
· Saved 130k annually by implementing labor and cost tracking company wide, resulting in the consolidation of four positions.

· Maintain compliance with all FLSA, SOX and IRS laws and regulations.

12/2005 – 07/2009                                      Unisia Steering Systems Inc.
 Human Resources Generalist                              Hitachi Owned Company

· Implemented improved Employee Relations projects including Charity, Health Initiatives, Volunteering and Succession Planning.
· Saved 40k annually by researching and implementing new web based payroll and HRIS system. 

· 401k Plan Administrator, completed Health and Welfare and 401(k) 5500’s, non-discrimination testing, and distributed summary annual reports.  Worked with Fidelity Investments to ensure compliance in all plan documents.
· Worked with EHS to decrease workers compensation claims by 25% with safety and workplace initiatives and safety awareness.
· Reduced payroll and benefit inaccuracies by 65% by auditing and mapping all HRIS and payroll systems and creating procedures handbook for use within the HR and Finance departments.
· Benefit coordination and tax compliance.
· Maintain compliance with all FLSA, ERISA, ADA, SOX, EEOC and HIPAA regulations.

· Point of contact for staffing agencies.  Interview and hire all non-exempt and temporary staff.  Coordinate all new hire orientation and training.
· Head of the United Way Charity Campaign.  Attended meetings, scheduled employee meals, fundraisers, and charity events.
· Create reports for general ledger, payroll summary, accounting, labor distribution, and time and attendance.

· Payroll Processing for all employees including executive expatriates from Japan and China.
07/2004 – 12/2005                                                         Spherion Staffing
Branch Manager
· Management of office with 7000+ hours per week.  Also managed 3 office employees as well as appx. 300 temporary employees.  This includes evaluations, disciplinary action, workers comp, benefits, and unemployment.  

· Completed weekly payroll for appx. 600 employees within 3 different offices.
· Responsible for implementing all safety training and orientation as well as maintaining compliance with all OSHA and HIPPA regulations.
· Assisted in training in house employees in PeopleSoft database including: Payroll, Applicant input, Order entry, Interviewing Process, and Workers Comp documentation.
· Revised and implemented new organizational methods for the office in order to achieve efficiency in screening, account maintenance, and enhanced office workflow.
· Drug screened candidates and completed all new hire paperwork.
· Screening, recruiting and interviewing all applicants to determine eligibility for hire.


	Education

	
	2007-Present      Gainesville State College        Oakwood, Ga

                         Expected Graduation Date    Fall 2011
2006                   ADP Training Courses

                          ReportSmith 1 & 2

                          ADP PC Payroll 1 & 2

2007 - 2010         Payroll Practice Essentials 3 day course – APA

                          Various Compensation & Employment Law Seminars

2010                    Lean Six Sigma Yellow Belt Certified



	TECHNICAL
	

	
	ADP PCPW, HRB HRIS, Enterprise Etime, HR Profile, Fidelity Invvestments PSW, Diversified Investments, Glovia ERP, Peoplesoft, Etime 1000, Reportsmith, Paycom Services, Knowledgesphere Tracking, Microsoft Office Suite


