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MARY MANNING, PHR
832.607.7854
marymanning@windstream.net
COMPETENCIES
· Benefits administration to include open enrollment planning and implementation
· Assessment and resolution of employee issues throughout employment as well as ending employment

· Problem identification and resolution, involving people or systems

· Recruiting to include on-boarding, orientation, etc.

· Performance review training and counseling
· Employee relations

· Compensation administration to include job audits and writing job descriptions
· Policies and procedures – writing and interpreting

· Developing and presenting training programs to managers and employees for education of new policies and procedures as well as employment law topics 

EMPLOYMENT HISTORY

RBC BUILDER FINANCE, Houston, Texas


    
          8/2002 - 4/2009
RBC Builder Finance, a nationwide lender, specializes in providing financing to experienced residential developers and homebuilders.
Sr. Human Resource Specialist
Perform Human Resource responsibilities for 275 employees in Houston office and 13 branch offices nationally.

· Manage new hire processing and orientation.
· Developed and presented training sessions for managers and employees as well as one-on-one counseling in all areas of Human Resources to include benefits administration, training in use of online payroll system, writing job descriptions to include job audits, employee relations, disability administration, interpreting policies and procedures, etc.
· Provide training and leadership for HR Assistant.
· Responsible for new employee orientation; set-up and maintenance of all employee files; working with Payroll to ensure correct implementation of processed paperwork
· Coordinated recruitment process with hiring manager to include writing ads for newspaper and trade magazines; screening resumes, interviewing, applicant tracking, and ensuring that the job description is current and appropriate.  
America First Insurance Co., Dallas, Texas (Moved from Houston)
3/1999 - 5/2002
America First Ins. Co. specializes in underwriting personal lines and auto insurance policies as well as claims processing
Human Resource Specialist

Performed Human Resource responsibilities in the Houston branch office of 70 - 85 employees.

· Coordinated recruitment process to include writing ads for newspaper and trade magazines; screening resumes, interviewing, applicant tracking, and coordinating hire with hiring manager. 

· Responsible for new hire processing and orientation.

· Communicated and trained managers and employees in a new performance review system as well as various internal policies and procedures.

· Trained employees in accessing their benefit coverages to include problem identification and resolution of any coverage issues.
· Presented training sessions in new policies and procedures as well as employment law topics.

Relocated from Denver to Sugar Land to assist with family matters
9/1997 – 3/1999
Centura Health, Denver, Colorado
11/1994 – 9/1997
Centura Health is the largest hospital system in Colorado

Employee Benefits Representative

Administered flexible benefits for 14,000 eligible employees ranging from environmental service employees of small long-term care facilities to physicians and executives of major healthcare facilities.

· Actively participated as a member of the Regional Benefits Team, moving from a local entity of 4,000 employees to a regional one of 14,000 employees. 

· Presented benefits program at New Employee Orientation and Annual Open Enrollment.

· Trained and led staff of ten in Annual Open Enrollment project, requiring data gathering and input of benefit elections for 14,000 employees, representing a merger of three major healthcare systems in Colorado (in five cities).

National Jewish Hospital, Denver, Colorado
1/1982 – 11/1994
National Jewish Hospital is a non-sectarian hospital specializing in treatment, research and training related to respiratory illnesses.

Compensation & Benefits Analyst (1990 to 1994)

Compensation Representative (1984 to 1990)

Human Resource Clerk (1982 to 1984)

Managed, maintained and monitored position evaluation, performance review, merit increases & bonuses, market survey participation, writing job descriptions and analyzing current compensation systems and ratings for viability.  

· Improved communication of compensation and benefit programs through one-on-one and group presentations.

· Designed the new format and led the effort to update all hospital job descriptions for compliance with the Americans with Disabilities Act of 1990.

· Reduced compensation errors through "troubleshooting" and counseling with managers and supervisors on compensation policies and procedures, and interpreting the impact of their compensation actions on internal/external equity.

· Planned and conducted management training sessions on performance review, job evaluation, position control, and, flexible benefit programs.

· Administered flexible benefit programs to include benefits presentations at New Employee Orientation and Annual Open Enrollment. 
PC SKILLS

Word, Excel, Outlook, People Click (applicant tracking), SAP, Internet

EDUCATION

 B. S., Human Resource Management, Colorado Christian University, Denver, Colorado, 1993
Extensive seminar and conference participation in the Human Resource arena

PROFESSIONAL AFFILIATIONS

Society for Human Resource Management

HR Houston
