	
EXPERIENCE

February 2018 – Present	IA Construction Corporation Regional HR Manager
· Performed all Human Resources tasks and responsibilities for a three-state region
· Recruiting and onboarding
· Benefit administration
· Coaching
· EEO compliance
· DOT Regulations compliance
· Implement new policies and procedures
· Provide all necessary and required trainings 
· Manage performance review process
· Ensure compliance of all laws, regulations and guidelines for Maryland, Pennsylvania, and New York as well as Federal. 
· Managed corrective action program and coach supervisors through the process
· Development of career paths and succession planning
· Manage Drug Free Workplace program
· Supervise Human Resources staff

August 2015 — June 2021	Peritech Home Health Associates
             HR Business Generalist
· Responsible for hiring, disciplining, and terminating employees as necessary
· Responsible for recruiting, onboarding and orientation
· Serve as the liaison between management and staff
· Ensure legal compliance 
· Coaching and training managers
· Monitor and manage worker’s Compensation claims
· Manage Health & Safety policies and issues	
· Approving and analyzing budget proposals for the company and forecasting
· As member of top management, be part of strategy planning and implementations
· Open enrollment, as well as work with CEO to choose benefit plans 
· Process payroll
· Recommend, prepare, update, and implement HR policies and procedures as needed


           OBJECTIVE

To further my career in human resources by becoming part of an organization that values human resources as a strategic partner and a source to develop the company’s most valuable asset, the employees.

              SKILLS
· Human resource management 
· Benefits administration
· Health & Safety management
· Worker’s Compensation claim management
· Recruiting, training, coaching
· Compliance with Federal, State, and Local laws and regulations
· Building and maintaining professional relationships at all levels

A resourceful professional with successful experience in several positions, that is a proficient communicator, result oriented, conscientious and possesses organizational and leadership skills. 


MELISA
Ion
Human Resource Professional



A	50 Shelby Ln
	Shippenville, PA
T	814.648.0555
E	melisa.lilley@gmail.com









           
           Education

Masters of Science in Business Administration, California University of Pennsylvania
GPA 3.5

Bachelors of Science in Organizational Management / Human Resources, Colorado Christian University
GPA 3.98
Alpha Sigma Lambda

Associates of Arts in Accounting, University of Phoenix
GPA 3.94



Professional Organizations

Society of Human Resource Management, SHRM




                 MELISA
                     Ion
     Human Resource Professional


Certifications
· Quality Systems Internal Auditor, issued by ISO 9001:2000
· 10-hour Occupational Safety and Health Training Course, issued by OSHA
· CPR / First Aid, issued by American Heart Association



                          EXPERIENCE

April 2014 — September 2015	Allegheny Enterprises
         		HR / Accountant 
· Implement and perform all human resource duties in a company that has not had a human resource professional in the past
· Work with Company President to meet strategic goals and bring company to compliance with all human resource laws and regulations
· Implemented a recruiting plan and process
· Authored the company’s employee handbook
· Developed policies for smoking and tobacco use, weapons and workplace violence, disciplinary, and drug and alcohol use and testing
· Established working relationships with local colleges for recruiting
· Improved employee participation with monthly luncheons and group activities 
· Perform all accounting duties
· Process payroll
· Work with government agencies to maintain compliance in the industry with all laws and regulations

July 2005 — April 2013	Owens-Illinois
Assistant HR Manager
· Perform orientations and trainings
· Process Payroll
· Work with Union/Labor management
· Manage Worker’s Compensation claims
· Health & Safety Administration
· Maintain personnel files and ensure compliance with all Federal, State and Local laws and regulations
· Lean Six Sigma team member 
· Leader of the Wellness and Communication Committee that implemented communication monitors to assist in better communication and has successfully fundraised $40,000 for Make-A-Wish over the last 11 consecutive years




