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SHEA GILCHRIST, SHRM-CP
shea.gilchrist@yahoo.com   |   903-570-4575   |   Austin, TX 78745 
Summary    	
Resourceful Human Resources Manager offers start-up business management experience paired with first-rate communication and problem-solving abilities. Dependable and driven professional seasoned in managing and overseeing various aspects of HR. Recognized for exemplary leadership, cultivating team collaboration, and a supportive work environment.
Skills    	
	· Hiring, Training, & Onboarding
· Payroll & Benefits
· Working Knowledge of Employment Laws
· Employee Relations
· Performance Management
	· Policy Development & Implementation
· Organization Leadership
· Problem-Solving & Decision-Making
· ADP, Paylocity, & Kronos/Workforce Ready Experience
· Microsoft Office, Adobe Acrobat, & Google Suite


Experience    	
	ECS Tuning | Wadsworth, OH
HR Project Coordinator - Temporary
02/2023 - Current
	· Project Lead on transitioning the HRIS platforms of four different companies in four different states.
· Researched state laws for each entity ensuring regulatory requirements are implemented within the HRIS and company policies are compliant.
· Collected company data and human resource policies from each entity to tailor their company settings for the new platform, Paylocity.
· Drafted project schedule, set milestones, and updated as project progresses.
· Reviews project risks and devises proactive strategies to avoid potential roadblocks to meet timeline goals and objectives.
· Modifies project plans when needed to better align with organization's objectives.
· Continuously building and establishing strong partnerships with internal team members, each company's team members, and vendor teams.
· Furnishes project updates to various stakeholders, informing on strategy, adjustments, and progress.
· Supports each company in maximizing strengths, overcoming weaknesses, and developing new processes.
· Drives continuous improvement of project delivery process by providing strong leadership.
· Utilizes forward-thinking approach for uncovering and solving stakeholder concerns and project issues.



	Omega Recovery Services | Austin, TX
HR Manager
08/2019 - 01/2023
	· Posted jobs, evaluated resumes, and screened applicants to fill staff positions.
· Created and administered HR workflows, particularly in onboarding, orientation, benefits administration, and offboarding.
· Processed background checks and verified prior employment and active clinical licensures.
· Prepared and processed biweekly payroll in ADP as well as Kronos Workforce Ready.
· Coordinated benefits policy renewal with carrier and open enrollment activities; educated employees of options and processed enrollments.
· Facilitated and tracked required and supplemental trainings of clinical team.
· Created and maintained the company's Performance Management program. 
· Created and modified job descriptions with updates to position responsibilities and verified compliant with relevant federal, state, and local laws. 
· Created and revised personnel and organization policies and procedures, annually modifying the Employee Handbook to accommodate the company’s growth and changes.
· Promoted employee recognition with an Employee of the Month program and organized various employee appreciation activities.
· Developed and implemented the exit survey process.
· Coached and trained managers on best practices and protocols while managing teams to maintain optimal productivity.
· Performed investigations of employee complaints and grievances.
· Organized and maintained employee personnel records.
· Monitored, reviewed, and executed corrective actions, if needed, for all standards of care to maintain both the company’s accreditation with The Joint Commission and as well as it’s behavioral healthcare licensure with the state, ensuring a safe environment and effective clinical care.
· Extracted metrics from various data sources and compiled within the Performance Improvement Plan to review quality of services.
· Managed daily facility operations by supporting all staff and processes, creating continuous delivery of excellent services and care.



	MooreCo | Austin, TX
Executive Assistant
08/2018 - 08/2019
	· Participated in frequent communication with other administrative team members, human resources and the finance department on special projects and events.
· Scheduled and arranged travel and hotel reservations for meetings, conferences, and seminars.
· Set up meetings and event logistics for senior management and updated calendars.
· Maintained office supply inventory and equipment, scheduling repairs when needed.
· Ordered catering or restaurant delivery to offer food and beverages to meeting and conference attendees.



	Door Controls USA | Ben Wheeler, TX
Training Coordinator
07/2015 - 02/2018
	· Scheduled training classes based on availability of instructor and customer demand of courses.
· Assisted in designing training programs to meet client needs.
· Evaluated training materials prepared by instructors and offered actionable suggestions for improvement.
· Prepared custom training course materials and presentations.
· Managed student enrollment and verified payment of course fees.



	Elite Language Institute | Dallas, TX
ESL Instructor
09/2013 - 11/2014
	· Taught lessons to adult ESL students, encompassing range of skill-building activities for speaking, writing, reading, and listening.
· Employed kinesthetic, visual, and auditory approaches to make lessons interesting and interactive.
· Improved student grammar and conversational skills through role play assignments.
· Engaged in cultural immersion programs with students to further augment global understanding.
· Developed lesson plans to teach course materials according to curriculum.
· Planned and supervised class projects and field trips.
· Organized supplementary materials in English for students.



	Door Control Services | Ben Wheeler, TX
Dispatcher
09/2011 - 07/2013
	· Received service requests directly from customers over the phone, as well as electronic submissions from third-party maintenance entities.
· Monitored dispatch board and adjusted call priorities regularly based on customer needs.
· Managed the calls and routes of 15+ automatic door technicians for my geographic region.
· Supported customers reactively by creating, confirming, revising, and canceling service requests to meet changing needs.



	ECC Language Institute | Osaka, Japan
ESL Instructor | Proofreader
02/2009 - 09/2010
	· Instructed children, ages 3 and up, as well as adults, utilizing the language immersion model.
· Improved student grammar and conversational skills through role play assignments.
· Taught lessons encompassing range of skill-building activities for speaking, writing, reading, and listening.
· Provided one-on-one instruction for non-English speaking students within classroom settings.
· Reviewed and edited documents to fix grammatical and spelling issues.
· Evaluated text for logic, considering reader needs and comprehension level.


Education and Training    	
SHRM 
Society For Human Resources Management 
12/2021 
University of Texas at Tyler | Tyler, TX 
Bachelor of Arts in English Literature 
12/2007 
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