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Alexis Salazar


OBJECTIVE













A challenging position in Human Resources which will allow me the opportunity to apply my management education and communication skills yet still allow me to grow and learn as a Human Resource professional. 

EXPERIENCE SUMMARY

Five years experience in the Human Resource field; three in a generalist role and two years as a recruiter.  Experienced in the areas of salary administration; training and development; and recruiting experienced professionals and college graduates.  Member of a team established to develop and implement programs, which benefit the morale and retention of staff.  My strengths are strong organizational skills, creative insight, determination, and exceptional communication skills.

EDUCATION












University of Houston - Downtown, Houston, Texas


B.B.A. in Management 

Certificate of Completion - Human Resource Management Professional Development Program at Rice University

EXPERIENCE

MALCOLM PIRNIE, INC.                           



      June 1997 - Present
Human Resource Administrator - Texas

· Responsible for Salary Administration Process (orientation to employees; prepare, distribute and collect 360 Feedback forms/performance evaluations/manager recommendations; schedule meetings for managers, regional practice leaders and representing Officer to discuss salary recommendations): Maintain performance and salary review schedules for Texas offices (Austin, Dallas, Houston, and San Antonio)
· Training Coordinator for Texas offices (responsibilities include: distributing seminar/conference information and forms, monitoring labor and expense budget, obtaining management approval, scheduling internal/external workshops, record attendance using PeopleSoft, etc.)
· Assist Regional Recruiter in search for qualified candidates, needed for any Texas office (includes college recruiting efforts: campuses visits, new grad events, career fairs and on-campus interviews) 
· Employee Partnership Facilitator: company program designed to assist employees achieve professional and individual goals by developing annual action plans
· Conduct New Hire Orientations
· Responsible for the relocation of new hires and internal transfers to Texas 
· Facilitate on-line benefit enrollment; respond to inquiries regarding benefits 
· Process and monitor FMLA and Short Term Disability leaves 
· Document 401(K) options/beneficiaries, vacation, optional holidays and sick leave 
· Assist management staff with terminations and exit interviews
· Liaison between Texas staff and Corporate Human Resource group
· Maintain personnel and Health and Safety files 
· Process tuition reimbursements
· Generate reports (training and employee partnership participation) for the West region (CA, AZ, TX) using Peoplesoft
· Provide company and benefit information to prospective employees
· Location Manager for Houston office; responsible for day-to-day operations 
THE LAND DEPARTMENT (formerly LandTemp, Inc.)
       

June 1995 - June 1997

Personnel Recruiter

· Recruited and interviewed applicants 
· Prepared client agreements; Negotiated service fees and collection of overdue invoices
· Prepared installations and terminations for employees, temporary and permanent
· Maintained a current applicant and client database 
· Submitted annual budget for promotional items
· Conducted reference checks; Obtained driving records for temporary employees; scheduled alcohol and drug testing for all employees
· Prepared and submitted weekly requisition status reports to General Manager
· Processed employee claims for the Worker’s Compensation, Texas Workforce Commission and Harris County Child Support
· Maintained all employees vacation, personal days and holiday pay
· Responsible for advertisements placed in local and out-of-state periodicals
COMPUTER SKILLS










Microsoft Office 2000 (Word, Excel, PowerPoint and Outlook)

PeopleSoft - Training

PrintMaster Gold 4.0

ACTIVITIES












· Associated with HHRMA (Houston Human Resource Management Association)

· Member of ASQ (American Society for Quality)

· Malcolm Pirnie, Inc. Committees:


Employee Recognition Committee, Co-chairperson

Employee Activities Committee, Chairperson 

· Volunteer for the Houston SPCA (Society for the Protection of Cruelty to Animals)

