Cindy Hamilton, MA; PHR
Metro Denver Area
hamiltoncindy108@gmail.com 
720-300-6805

HUMAN RESOURCES PROFESSIONAL
Highly engaged Human Resources Director with proven ability to drive and leverage all Human Resources (HR) programs including performance management, compensation and benefits, employee relations, succession planning, training and talent acquisition. Strategic business partner to manage all potential risk to organization while creating strong employee cultures. Excellent leadership and communication skills with strong capacity to support all levels of employees including executive team.  



				






· Employee Relations 
· Performance Management 
· Benefits Administration	
· Compensation
· Microsoft Office
· Legal Compliance
· Policy Implementation
· Succession Planning 
· Leadership and Staff Training
· Metrics/Data Analysis 
· Organizational Development
· Talent Acquisition/Retention


EDUCATION

Master of Arts in Human Resources Development, Webster University				      Aurora, CO
[bookmark: _GoBack]Bachelor of Arts in Sociology, Colorado State University 					            Fort Collins, CO

PROFESSIONAL EXPERIENCE
Human Resources Specialist/Compensation and Benefits (Long-Term Contract)		July 2018-Present
Jeppesen, A Boeing Company 
							Centennial Co
· Administered all US benefits plans for over 1300 US employees and provided on-site representation.
· Directed the wellness, employee walks and flu-shot events with over 300 employees in attendance per event. 
· Finalized year-end bonus calculations and salary review spreadsheets and budgets for over 3500 global employees.
· Managed the in-line promotional increase budget of 1.2MM.
· Performed Salary Research/MarketPay Analysis/Peer Analysis for US and Global positions including critical skills positions to determine salary ranges. 
· Developed Job Descriptions.

Human Resources & Payroll Manager					    March 2014-November 2017
Rocky Mountain Gastroenterology								Lakewood, CO                           

· Directed all Human Resources/Payroll functions of a healthcare company with over 225 employees. 
· Analyzed human resources trends and collaborated with executive leadership on strategic human resources initiatives and workforce planning. 
· Administered all employee relations programs which included performing critical investigations. 
· Selected, implemented and oversaw all employee benefits plans totaling over $1MM. Managed ACA & ERISA compliance as well as 5500 filings and sending out all Summary Plan Descriptions.  
· Directed new wellness initiatives and claims transparency which saw a 60K cost-share savings on the medical insurance plan. 
· Developed tools to enhance performance management and performance improvement actions including installing an online functionality.
· Completed salary surveys and created compensation packages; including job analysis and updating job descriptions.  
· Directed talent management and performed full cycle recruitment drives including on-boarding, retention and exit interview, and implemented new applicant tracking system.
· Counseled and trained managers/supervisors on company policies and employment laws; reducing employer liability and risk. 
· Implemented with successful results; two new payroll systems and human resources companies. (Co-Advantage 2015 and Paychex 2017).  
· Directed all leave management including FMLA and ADAAA compliance.
· Managed Workers’ Compensation Programs and Claims. 

Benefits and Compensation Analyst				                                              April 2012-March 2014
State of Colorado 											Denver, CO

· Responsible for the employee benefits process for the State servicing over 80,000 employees 
· Analyze and develop policies and procedures regarding benefit plans
· Conduct plan analysis and recommend potential changes to plans as appropriate
· Serve as liaison between company and plan providers/third party administrators
· Coordinate Annual Enrollment planning, implementation, and communications
· Conduct periodic audits of the various plans and manage projects accordingly
· Complete market surveys as well as manage fiduciary and HIPAA requirements
· Research and made plan changes as required by Patient Protection and Affordable Care Act

Human Resources Director								December 2010-February 2012
NorthWest Roofing											     Denver, CO

· Directed the creation and development of the Human Resources/Payroll department for an expanding multi-state company. 
· Managed talent acquisition and retention for all company positions. 
· Developed and created employee manuals, policies, services and programs. 
· Implemented pre-employment practices to includedrug testing/background checks.
· Developed new hire orientation and on-boarding practices resulting in a reduction in turn-over. 
· Trained managers and supervisors on employment law, compliance and supervisory skills 
· Developed and managed benefits and compensation programs for all classes of employees.
· Created training programs to improve productivity/skills of hourly employees.

Human Resources Director									    June 2000-May 2009
Palace Construction											      Denver, CO

· Managed the entire Human Resources/Payroll department of a company with over 225 employees
· Analyzed human resources trends and collaborated with ownership group to strategize on business goals
· Directed and implemented company compensation/ benefits plans including benefit design
· Responsible for compliance testing on 401K and discrimination testing on welfare plans
· Oversaw ERISA compliance for Health/Welfare Plans and the COBRA process
· Directed talent management and full cycle recruiting drives in varying job markets; using creative and innovative approaches; introduced cost saving measures still ensuring top talent. 
· Directed all performance management initiatives. 
· Counseled and trained managers/supervisors on company policies and employment laws; reducing employer liability and risk. 
· Updated employee handbooks, implemented policies and ensured compliance to all federal, state and local laws.
· Created leadership and succession training plans for cultural alignment. 
			
PROFESSIONAL MEMBERHIPS

Mile High Society for Human Resources Management, Member					2018
Society for Human Resources Management, Member							2016-2017
National Human Resources Association, Board of Directors						2004-2010 
Colorado Human Resources Association, Member							2000-2010

