Justin Holden
913 Abbey Rd
Northfield, MN 55057
612.987.9522 – justinholden74@gmail.com

SUMMARY

· Accomplished, bi-lingual HR professional with over 13 years of experience as a generalist and staffing professional
· Professional with strong business acumen and history of progressive responsibility in Human Resources
· Experienced recruiter, skilled in the technical requirements and soft skills necessary for the on-boarding process
· Dedicated, dependable team member who builds relationships and open communication throughout the company
· Effective management of staffing resources for a wide range of positions in a highly diverse workforce
· HR Practitioner adept at coordinating multiple HR functions in a manufacturing environment


PROFESSIONAL EXPERIENCE

RYT-WAY INDUSTRIES, LLC, Lakeville, MN						June 1998 - present

Senior Staffing & Training Coordinator					January 2010 - present

· Responsible for the recruitment and selection process, both internal and external, for hourly and salaried positions for a staff of 800+ employees in a rapidly growing company
· Oversee and conduct the on-boarding process of new hires
· Spearheaded project for the First-in-State partnership with USCIS and Department of Homeland Security for the IMAGE program.  Relationship Manager for continuation of program requirements
· Manage and administer participation for multiple US locations in the E-verify program
· Assist in company acquisitions and ongoing HR support of multiple locations
· Lead relationship Manager for developing, maintaining and overseeing multiple staffing agencies.  
· Organize and oversee process for pre-employment testing, background checks, and new hire paperwork.
· HRIS expertise for multiple systems including new hire data, ABRA, excel and others
· Responsible for reformatting and revising job descriptions for hourly positions
· Work closely with Orientation & Training Coordinator and staff monitoring progress of new hires
· Act as Employee Relations back-up for difficult employee coaching or discipline
· Assist with annual benefits open enrollment process.  

Senior Human Resource Generalist						January 2006 - December 2009

· Conducted employee benefits meetings in English and Spanish
· Worked closely with Staffing & Training Manager assisting in the recruitment and hiring process of external applicants
· Screened all external applications and maintained applicant flow log
· Oversaw and coordinated the daily activities with multiple staffing agencies
· Assisted in Compensation projects, compiled wage survey data and wage analysis 
· Conducted and recorded facility safety inspections
· Assisted in the administration of pre-employment skill assessments
· Served as back-up for data entry in the HRIS
· Maintained organizational charts
· Trained coworkers in applicant screening and conducting initial interviews
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Human Resource Generalist							June 2000 - December 2005

· Served as a primary Spanish translator, provided written and verbal translation in many functions for the HR and Operations Departments
· Contributed and assisted in the development of the company’s first successful pre-employment skill assessment
· Spearheaded the company’s registration and participation in the new E-verify program, became the company’s sole administrator
· Conduct employee benefits orientation and enrollment sessions
· Coordinate temporary staffing and reconciling bills
· Contributed and assisted in the company’s implementation of third party criminal background checks, served as primary administrator
· Participated in a variety of charitable fund raising and employee reward programs


Assistant Human Resources Generalist	June 1998 - June 2000

· Conducted ESL classes for employees
· Provided written and verbal Spanish translation for the HR Department
· Assisted in benefit and employee orientation 
· Assist in the internal job posting process
· Served as a back-up for data entry in HRIS 


EDUCATION

Bachelor of Arts Psychology, Spanish minor, University of Minnesota
Human Resource Generalist Certificate,Carlson School of Management, University of Minnesota
Currently testing: Certified Compensation Professional (CCP) through World at Work.





