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SUMMARY

Reliable and driven Human Resources Professional who takes the initiative, along with process and results oriented. Equipped with knowledge and experience, while appreciating challenges and sharing ideas, demonstrating strong communication and team work skills.

PROFESSIONAL EXPERIENCE

Salesforce Indianapolis, Indiana							                        March 2018-August 2018
Employee Success Operations Specialist-Contractor

Process new hires for candidates, process transfers, promotions, data changes, and demotions for associates, work with management to initiate associate changes, assist with processing associate terminations, assist and complete cases within the Salesforce ticket console, assist in managing associate data, work with teams globally to assist and help the Employee Success department
Workday
Salesforce Consoles
Tracker


TriMedx, LLC Indianapolis, Indiana					     		  September 2017-March 2018
Project Specialist

Assist with the onboarding of new hires including verifying offer letters, sending out onboarding links, communication between new hire and manager, and orientation coordination. Process and communicate all transfers of associates, promotions, separations, and new hires for the company. Work with vendors and train managers across the US on HR functions including HRIS System, I-9 verifications, and how to process changes for their associates. Coaching managers through 90 day reviews for associates of all levels, conduct exit interviews for associates across the U.S., develop and grow the compliance piece for our company and associates within the Corporate Office and hospital environment. Work with other departments and teams to create automated and better streamlined processes. Special projects as assigned with others outside of the Human Resources Department.


TriMedx, LLC Indianapolis, Indiana							August 2015-September 2017
Human Resources Specialist

Complete all steps to onboard new hires including, drug screens, background checks, sending out onboarding links, and communication between the new hire and hiring manager. Process and communicate all transfers of associates, promotions, separations, and new hires for the company. Work with vendors and train managers across the US on HR functions including HRIS System, I-9 verifications, and how to process changes for their associates. Work with other departments and teams to create better streamlined processes within the company and implement new onboarding techniques to create a better candidate experience. Travel to train associates in hospitals across the US on HR functions, while completing implementations of large number of associates to bring them onto our payroll.  Train and work with managers for new associates’ reviews, along with conducting exit interviews for technicians across the US while analyzing the data and coming up with ideas and implementing ways to improve. Assist with basic benefits questions, complete changes in HRIS system, and continue to also take on the Coordinator functions. Work within project teams to work through and execute company initiatives.
UltiPro HRIS System					
iCims
Service Now
Microsoft Office


TriMedx, LLC Indianapolis, Indiana					     		 November 2013-August 2015
Talent Services Coordinator

Schedule orientation, set up orientation and communication with new hires. Begin the early stages of onboarding for new hires. Complete special projects and process improvement, schedule lunch and learns, assist with updating documents, complete invoices, assist payroll and Talent Services team, complete expense reports for team, create programs used within the company, travel to assist in training associates and managers, collaborative projects with other departments in the company, order catering for large meetings, and ordering of supplies.
UltiPro HRIS System
UltiPro Recruiting and Onboarding
iCims
Microsoft Office
FedEx and UPS portals
Concur Expense Reporting System


Elwood Staffing Services, Indianapolis, Indiana				        		         July 2013-November 2013
Staffing Specialist

Work with clients for their staffing needs; recruiting, talking directly with clients, client visits, scheduling and conducting interviews. Work with associates to apply, drug testing, company tests, tax information, data entry, answer phones, run background checks and greeted associates. Complete payroll, audits, and weekly budget reports.

Employment Plus, New Albany, Indiana								 May 2012-August 2012
Staffing Specialist

Worked with clients for their staffing needs, recruiting and scheduling interviews.  Worked with associates by registering them in the computers, conducting interviews, drug testing, company tests and entering I-9 information.  Helped with payroll and distributing paychecks and pay cards.  Answered phones and greeted the public.


EDUCATION

University of Southern Indiana									August 2009- May 2013
Bachelor’s Degree, Communication Studies


			

