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shanellef@comcast.net 
Home 763-513-0301  
Cell 612-865-3683

Summary 
Senior HR leader with hands-on experience, who understands business needs, creates and implements solutions to improve the workforce and positively impact organizational results:  
· Company-wide leadership development and resource review 

· Employee and manager performance coaching
· Recruiting and selection of technical, managerial and executive positions
· Benefits review to optimize benefit offerings, vendors and enrollment process
· Design compensation, improve review process, and administer payroll 
· Create and implement safety programs for workplace improvement and OSHA compliance 
Work History

EMPLOYERS ASSOCIATION, Plymouth, MN




2010 to present

Human Resource Contract Assignments

AGA MEDICAL CORPORATION, Plymouth, MN




2003 to 2008

Director/Sr. Manager, Human Resources: Managed full range of HR services for up to 350 employees while implementing new programs.

· Led development and execution of Clinical Research Department resource review for over 50 employees.  Identified short- and long-term staffing needs ensuring appropriate succession planning.

· Managed recruitment and selection of 60 concurrent openings including Clinical Research professionals, Administration, Operations, Engineering, Executive, and Sales.

· Designed and implemented company-wide performance reviews and merit increase program within four months of arriving.  Successfully formalized the management of compensation and employee performance.
· Directed the review of compensation and benefits programs realizing competitiveness and compliance.  Subsequently implemented base pay ranges, vendor changes, additions and modifications to benefit plans.

· Led employee communications during a turbulent ownership dispute while reporting to owners. 

· Implemented company-wide training for ethics, critical IT/security policy and ISO/FDA Quality System.

MINNESOTA EXTRUSION, Rogers, MN





2002 to 2003

Manager, Employee Resources: Facilitated employee training, benefits, safety, and employee relations. 
· Created and trained employees on AWAIR and Right to Know programs to increase workplace safety and comply with OSHA standards.
· Wrote on-the-job training policy and designed corresponding forms for production training to comply with ISO. 
CONTRACT, New Hope, MN




    
   
   
  2002
Human Resources and Administrative Project Work

· Encouraged and tracked participant involvement in a manufacturing compensation survey; provided input on survey questions, jobs, reports.
· Co-launched a successful HR peer group, and directed the group for six years.  
NAVARRE BIOMEDICAL, LTD., Plymouth, MN




1995 to 2001

Director/Manager, Administration and Customer Service Manager: Managed customer service, shipping, HR, A/P, A/R, finished goods.
· Successfully transferred facility payroll, benefits and accounting system to new corporate systems within two months of acquisition, resulting in significant administrative cost savings.
· Key contributor in gaining initial ISO certification: served as an internal quality auditor; wrote contract review, training and safety policies; member of Quality Management Team. 
· Designed three Microsoft Access databases that were subsequently used for five years to aid in data gathering and reporting for employee training, compensation, benefits, finished goods inventory, and customer orders.

· Created and maintained due diligence reports for four years, providing accurate and current company information to potential investors.
Additional Work Experience

THE HON COMPANY, Muscatine, IA





  
  1995 

Human Resources Technician Assistant 

SPRING CITY/HANES, Choloma, Cortes, Honduras




  1994
Bilingual Receptionist/Secretary to General Manager

GEMAH, San Pedro Sula, Cortes, Honduras 





  1994

English Language Teacher (evenings)

ENGLISH LANGUAGE INSTITUTE, Menomonie, WI



  
  1993


English Language Teacher and Learning Center Coordinator

Education
MBA, University of St. Thomas, St. Paul, MN  
Graduate Certificate in Human Resources, specialization International HR Management

Master of Organizational Management, Fielding University, Santa Barbara, CA  40% complete
BA Secondary Education, University of Wisconsin-Eau Claire, Eau Claire, WI  
Majors: Spanish and English 

Minor: Teaching English as a Second Language

Year study abroad, undergraduate program in conjunction with University of Oviedo, Spain

Senior Professional in Human Resources (SPHR) Certification

       2000 to present
Tools

Microsoft Office: Excel, Word, PowerPoint, Access, Project, Visio

Recruiting: SONIC

HRIS/Payroll: ADP products HR/B, PC Payroll, PayeXpert, ezLabor

CRM: Goldmine
Leadership
Director, Leaders Alliance Group 

Society for Human Resource Management 



