SUSAN L. SHORTS, PHR
25532 Rynd Drive
Cochranton, PA 16314
(814) 425-1644 home
 (814) 795-4373 cell



EDUCATION/CERTIFICATION
Clarion University of Pennsylvania, BS Psychology-1992
Edinboro University, 9 credits MA Counseling
PHR certification, May 2019

PROFESSIONAL EXPERIENCE
Viking Tool & Gage, Inc.  						2016 to present
Human Resource Manager
Responsibilities include managing all aspects of Human Resources for 170+ employees as follows:
· Implement and annually update compensation program, rewrite job descriptions as necessary, analyze compensation, monitor performance evaluation program and revise as necessary.
· Develop, recommend and implement necessary training programs for employees.  Prepare and submit paperwork for training grants and programs
· Develop personnel policies and procedures, update and maintain personnel handbook as necessary
· Perform benefit administration to include claims resolution, change reporting, approving invoices for payment, annual re-evaluation of policies for cost effectiveness
· Conduct recruitment efforts for all exempt and non-exempt employees, conduct new employee orientation, employee relations counseling, exit interviewing, maintain employee directory
· Establish and maintain department records, including employee personnel records and ensure confidentiality regarding employee information
· Monitor attendance in accordance with attendance policy.  Assist employees in developing plans to improve attendance and provide support to supervisors in the disciplinary process regarding attendance
· Plan, organize and implement annual hearing testing for all production employees
· File Workers Compensation paperwork, ensure employees are following established safety guidelines, communicate with workers compensation insurance company and complete all related paperwork including OSHA required reports and postings
· Complete unemployment compensation paperwork, attend hearings as necessary and follow established state guidelines regarding benefits
· Inform employees of their rights under FMLA, completes necessary paperwork and follow company guidelines regarding benefits
· Conduct fair/objective internal investigations while protecting confidentiality, ensuring employee rights are respected and risks to company are reduced/eliminated.  
· Monitor employee motivation and empowerment by gathering information, providing assessments and recommendations to improve employee morale






Family and Community Christian Association				2005 -2016
Family Services Manager
Responsibilities included managing all aspects Family Services/Enrollment for over 600 children as follows:
· Provided overall direction and interpretation of Federal regulations for enrollment and family services and developed policies and procedures to ensure agency compliance
· Directly supervised 12 Family Service Workers, who were responsible for implementing the case management services to all families (approximately 500 families per year)
· Developed and provided ongoing trainings, planned staff meetings, completed appraisals and employee performance plans, interviewed and hired new staff, provided coaching and documented all disciplinary action for family service staff
· Provided annual enrollment training for all Family Service staff, board members, and parent council members to ensure quality and consistency with state and federal regulations
· Managed the ongoing and annual recruitment of children.  Contacted local social service agencies, newspapers and radio stations for announcements, and assured the distribution of recruitment materials 
· Reviewed and managed attendance monthly for all enrolled children

Crawford County CASA								2003-2005
Volunteer Coordinator
Responsibilities included:
· Recruited and supervised volunteers
· Trained volunteers to advocate for children in dependency court
· Assisted volunteers and reviewed reports to court
· Attended court hearings to support/coach volunteers and gathered information regarding referrals
· Participated in public awareness events and provided information sessions to the community through radio, newspaper and speaking to community organizations
· Designed and implemented a project that examined the length of time children were in foster care to adoption in Crawford County resulting in significant changes to the system in order to improve the process.  

Family Care for Children and Youth						1994-2002
Regional Director-Harrisburg, North Huntingdon and Franklin Program offices
Responsibilities included:
· Conducted staff training and supervision of managers at the 3 program offices
· Managed recruitment and training of foster families
· Planned and implemented projects to improve and extend services
· Developed plans with administration to continuously improve the quality of services
· Interviewed potential staff members and made recommendations for hire
· Resolved interpersonal conflicts among customers, foster parents, clients and staff members
· Completed performance evaluations and developed performance improvement plans for staff members
· Met with customers to explain and promote the foster care program and reunification services
· Monitored enrollment and ensured all available vacancies were filled
· Developed and monitored treatment plans for each client
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