Terri Lynn Reithemeyer

586 Lawrence Road 620, Walnut Ridge,  Arkansas 72476 • (870) 759-0409 streithemeyer@yahoo.com

____________________________________________________________________________________

Education


          Master of Science in Human Resource Management, March 2011
                      Capella University, Minneapolis, MN

                      GPA 4.0/3.93- 48 credit hours
· Coaching Others, Leading for Results, Managerial Accounting, Statistics for Managers, Professional Effectiveness: SIR, Operations Management and Marketing/Branding, Financial Management, Business Strategy, Human Resource Applications and Technology, Organizational Governance and Law, Human Capital Management, Human Resource Management Capstone and Management Information Systems.

Bachelor of Science in Management, December 2006

Arkansas State University, Jonesboro, AR

GPA 3.71/4.0- 126 credit hours
· Accounting I, Accounting II, Applied Research, Business Finance, Business Law, Business Statistics, Compensation Management, Employment Law, Human Resource Management,  International Management, Labor Relations and Collective Bargaining, Leadership, Marketing, Management Information Systems, Operations Management, Organizational Behavior, Public Relations, Social Impact Management and Strategic Management.

Experience
Administrative Specialist, Department of Human Services, Jonesboro, AR

September 2010- present (finished degree and intent to return to HR field).
· Perform duties such as customer service issues; screen expedite SNAP applications; provides information regarding resources, assistance and services available to applicant; schedule interviews; eligibility of assistance determination;  refer clients to alternate community services; rotation of front desk clerk; schedule meetings for DCO and DCFS; register applications, create mastercases; order MCD ID cards for clients; review EBT account for client when needed; assist clients with eligible services; assist clients with information needed to process application; create clear narratives to assist with received information;  request transfer of cases; order supplies through requisitions in SAP; process incoming mail maintain files, maintain organizational charts; maintain employee directory and distribution list; answer multi-line phones; schedule meetings; register applications; scan documents in ANSWER; review leave balances periodically; enter employee time into SAP; timekeeping quotas corrections for FMLA; print remuneration statements bi-weekly; coordinate office communication; maintain office equipment (JLA) and organized community events. 
Training and Development/Human Resource Coordinator, Arkansas State University, Jonesboro, AR 

September 2007- September 2010 (Left to take position closer to home with less work hours to finish MBA degree).
· Perform management duties such as supervise front office personnel, customer service issues, maintain organizational charts, maintain employee directory and distribution list; p-card log, order office supplies, answer multi-line phones, create/develop operating procedures and policies; schedule meetings, track office budget, extract data and prepare spreadsheets from Survey Monkey and community relations.

· Perform Human Resource administrative duties such as assist in recruitment process and advertising; process new hire paperwork, perform reference checks, prepare welcome and offer letters; revise job descriptions, assisted with payroll discrepancies and communication, administer and track FMLA; process forms, tracked and assisted Worker's Compensation claims; maintain employment files, coordinate benefits, assist in benefit changes and enrollment; assisted, tracked and implements employee performance (CI&TDD); developed and implemented departmental new employee orientation; assist in development/enforcement of company operating policies, prepare minority reports, assist in employee counseling and fact finding investigations, develop and update operating procedures.

· Perform training and development activities not limited to implementation and delivery of live training, track training on all employees, administrator of Blackboard 6 and 8, create training modules, create training test, track surveys, research training modules and creating a departmental new employee orientation program.

Temporary Human Resource Specialist/ General Assistant, Holiday Inn,

Jonesboro, AR

May 2007- October 2007 (Temporary position).
· Responsible for the recruitment and hiring process, review resumes, perform interviews, set up on-site interviews with department supervisors, process new hire paperwork, perform reference checks, perform new hire orientation, process new hire paperwork, exit interviews/ paperwork, maintain employment files, schedule pre-employment and on-site drug screenings, tracked and assisted Worker's Compensation claims, revise job descriptions, administer and track FMLA, assist with payroll including entry, changes and discrepancies; assist in employee counseling and fact finding investigations unemployment compensation, set up employee/community involvement, and assist in development/ enforcement of company policies.

· Finalizations  of  Night  audit  paperwork,  credit  card research,   employee            

    scheduling, supervise when needed at front desk, housekeeping, and laundry  

    departments.

Human Resource Intern, Teleflora LLC, Paragould, AR

November 2006- May 2007 (Internship ended).
· Responsible for skills testing and background checks for seasonal employees, assist in recruiting and hiring process, review resumes, perform phone interviews, set up on-site interviews with department supervisors, reference checks, background checks, perform new hire orientation, process new hire paperwork, offer letters, notification emails on new hires/ exiting employees, exit interviews/ paperwork, revise job descriptions, FMLA paperwork, prepare new hire packets, prepare health benefit packets, set up monthly employee health related/community activities, and requisition entry in Taleo.

Office Manager/ Human Resource Representative, Higginbotham Funeral Home, Walnut Ridge, AR

October 2001 to March 2003- (Left to attend college full-time)
· Perform office management duties such as supervise employees, bookkeeping, monitored and tracked employees enrolled in funeral director apprentice, software, sales and customer service training programs; managed Pre-need and At-need accounts, prepared obituaries, memorial  folders and death certificates; sold pre-arranged funerals, caskets and monuments.

· Perform Human Resource administrative duties such as responsible for the recruitment and hiring process, review resumes, perform interviews,  process new hire paperwork, perform reference checks, perform new hire orientation, process new hire paperwork, exit interviews/ paperwork, maintain employment files, tracked and assisted Worker's Compensation claims, payroll-deductions, changes and discrepancies; assist in employee and set up employee/community involvement. 


Other positions held:



American Railcar 1998- Administrative Assistant/Maintenance Secretary



Prestolite Wire (Staffmark) 1996- Extruder Operator



Gulf Rice 1993- Administrative Assistant/ Rice Grader/Quality Control
Honors/Activities

American Society of Training and Development (ASTD) Member 2009- 

present
FMLA Update Training Fall 2009
Dale Carnegie Human Relations Training Winter 2009
Dale Carnegie Graduate Assistant Spring 2010
Dale Carnegie High Impact Presentation Graduate Spring 2010
Lawrence County Resource Council Committee Member 2010. 

Make-A-Wish Volunteer 2006-present

SHRM Essentials of Human Resource Management Training Fall 2009
SHRM Member 2006- present
United Way “Day of Caring” 2009, 2010

I have been attending college over the last decade, earning a BS and MBA when able, while working and caring for a family. [image: image1.wmf] 
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