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	Experience,

Skills and Abilities


	20 years of consecutive service in the MN K-12 public school environment. 1996 Special Ed Secretary, 1997 – 2012 MARSS, 2013-present HR role. 

Skilled in HRIS systems, performance management systems, onboarding, change management, data analysis, training and development processes.
Experience with collective bargaining negotiations, developing contracts, and presenting offers.
An equivalent combination of education and experience in supervising sufficient to successfully perform the essential duties of the job. 
Knowledge of employment laws, FMLA, FLSA, and EEOC (federal guidelines).

Experience in administering human resources programs, benefits, and cross-training. 
Ability to maintain collaborative work relationships that contribute to a pleasant and productive work environment. 

Experience in recruiting new staff, coordinating interviews, testing and selection; coordinating with Principals for their staffing needs, conducting exit interviews and analyzing information obtained from exit interviews, and the steps in progressive discipline.
Experience in conducting surveys and organizational studies, and analyzing the results for presentations to appropriate personnel.  

Experience creating employee manuals, reviewing and updating company policies and procedure manuals.
Experience with TIES, Skyward, Applitracks, AESOP, and HRIS software systems. 
Experience representing the district in unemployment hearings/appeals and the processes. 
Experience in STAR reporting, Federal, State and unemployment reports and procedures. 
Understanding of payroll processes and reports. 

Experienced and knowledgeable with Workers Comp, PERA, TRA.



	Experience


	Bug o nay ge shig school 
Human Resources Director
March 2015 – November 2015
Reason for leaving – My father was passing away and I needed to care for him and my mother on a full-time basis.
Job Tasks: Conduct and supervise all facets of the personnel areas: Benefits, Onboarding, orientation, hiring, job postings, interview questions, exit interviews, assists supervisors with the steps in progressive discipline, investigations (Certified Adjudicator), terminations, policies and procedure changes, job analysis, job descriptions, recruiting, training and development, performance management, background checks, employee grievances and appeals. I also prepare the personnel report for the School Board, maintain all employee assignment information in a HRIS system, and prepares State and Federal reports. 
Princeton Public schools

January 2013 – March 2015 Assistant to the HR Director and the Superintendent.

Job tasks: New employee orientation, exiting and entering employee process, explaining of benefits, training and development. Create the job postings, the interview questions; develop the employee contracts, assists with negotiations and individual employee contracts, and setting up of appointments for interviews. Assist the Director with negotiation processes and procedures, preparing of unemployment reports. I also assisted in grievances. I was a part of the team that conducted compensation studies, and assisted in organizing the recommendations for changes in classifications, salary ranges and pay structures.
Westonka Public Schools

June 2005 – January 2013 MARSS Coordinator/Skyward Software Help Desk person.

Maintained student data for state submissions. Developed and conducted trainings to all levels of staff on the areas of MARSS and the Skyward software. I also completed the transfer from TIES software to Skyward student software.

RICHFIELD PUBLIC SCHOOLS

December 1997 – June 2005 MARSS Coordinator/TIES Software Help Desk person.

Exact same duties as I held at Westonka Public Schools. 

	            EducatioN
	Capella University – Graduated 2013
Bachelor of Science in Business administration 

(emphasis in HR) GPA 4.0 and graduated Summa Cum Laude 

ST MARY’S UNIVERSITY - Masters in HRM Program (two classes remaining). Currently achieving a GPA of 4.0.

	Leadership
	I have had several leadership roles in my 20 years in the public school environment from creating and leading trainings to daily leadership overseeing building secretaries’ daily work. My transcript with Capella University will display that the majority of the elective classes were in Leadership, and HR.
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