KATHLEEN A KUSh, phr

917 Pinner Place  MYRTLE BEACH, SC  29577 

	objective

	 
	To Obtain A Professional Human Resources Position Utilizing Educational and Career Experiences in HR and Accounting/Business Management 

	Experience

	 
	11-2008 to present       Belk

Myrtle Beach, SC

                                     Sales Associate-Retail Industry

8-2006 to 9-2008         The Unity Group                                                 

Myrtle Beach, SC

                              Director of Human Resources-Hospitality Industry 

· Recruiting/I-9 verification/Interviewing/Hiring/Terminations

· HR Document Organization/Policy Administration

· Workers Comp/Unemployment in high-turnover hospitality industry

· Complaint resolution

10-2005 to 8-2006          Habitat for Humanity of Horry County      

Myrtle Beach, SC

                              Financial Manager-Construction Not-for-Profit Industry 

· Monthly financial statements/Accounts Payable/Payroll and Benefits/Accounts Receivable/Benefits Administrator

· Mortgage reports/delinquency status and escrow management
· Client Payment Counseling
1-2004 to 9-2005   UIC Rockford-Nat’l Center for Rural Health Professions  

 Rockford  IL
Center Business Manager-Education/

Medical Governmental Not-for-Profit

· Coordination/management of staff from 3 campuses

· Post-award grant transactions and reporting/Budget Management

· Pre-award grant supervision
1-2003 to 8-2003             Telecom Technologies, Inc.                                          

Rockford  IL

Accounting and Human Resource Manager-

Telecommunications Industry

· All Accounting and Payroll/HR Functions in union environment

· Recruiting and Promotions

· Implementation of Job Descriptions and Accountability

3-2000 to 1-2003          Burpee Museum of Natural History                                 

Rockford  IL  

                                      Business Manager-Education/Not-for-Profit
· Perform all Accounting, and Payroll/HR Functions/Budget Management

· Grant and Fund reporting and proposals/Board Presentations

· Volunteer Recruiter/Appreciation Events


	 
	6-1998 to 3-2000         Hughes Business Telephones Inc.                  

Rockford  IL
                      Accounting and Human Resource Manager-Telecommunications Industry
· All General Ledger and Human Resource functions, including Union reporting

· Supervisor over Accounts Receivable and Accounts Payable

· Reported directly to the President of the company


	 
	1-1991 to 6-1998
  Health Plan Administrators/Kosloske & Assoc.            

Rockford IL

                                       Financial Manager-Insurance Industry
·  Responsible for all corporate accounting functions (multi-company)

·  Multi-state Human Resources and Payroll (Illinois, Wisconsin & Florida)

·  Assisted owners with personal banking and social appointments/travel.


	Education


	 
	Judson University                                                                              Elgin/Rockford IL

· BA Human Resource Management  3.96 GPA

· Summa cum Laude 

Rock Valley College                                                                                  Rockford  IL

· Business Administration and Accounting  3.9 GPA



	Interests & Volunteer Activities

	 
	Past Legislative Board Member for Coastal Organization of Human Resources (COHR), Past Treasurer of the Board Rockford Area SHRM, Former Board of Directors and Publicity Chairperson for The Good Idea Theatre Co., Past President and fundraising chairperson for Montessori PTO, Prior Cub Scouts Committee Member, Family, Gardening, Theatre, Community Events and Symphony




	Memberships

	 
	SHRM (Society for Human Resource Management)

COHR (Coastal Organization for Human Resources)


	
	
	
	


 
ACCOMPLISHMENTS IN SPECIFIC FIELDS OF EXPERTISE:

Human Resources:
· Employee Handbook Composition

· Installation of 401(k) plan and Section 125 Premium Only plans

· Establish employee benefits with no cost to employers (i.e. Payroll deduction savings, Employee of the month, etc).

· Workers compensation claims and audits

· Involved in FMLA audits and Unemployment hearings

· Establish record-keeping/Payroll record criteria

· Job Description Analysis

· Performance Reviews in HR Manager as well as Supervisory roles

· Documentation and Accountability issues (Knowledge of Employee Law)

· Recruiting, Interviewing, Hiring and Terminations/Exit Interviews

· Government New-hire compliance (I-9, State new-hire reporting, State & National Police/Criminal Background checks, etc.)

· Establish and organize in-house job fairs and attend local career fairs

· Promote safety training, OSHA compliance and continued education

· Experience in Union (including Apprentice) reporting

· Employee Benefits Comparison and Analysis

· Examination of HR Software Programs (Abra, Peoplesoft, Descriptions Now, etc)

· Process Payroll and associated taxes (manually, with software and with services such as ADP and Paychex)

· SHRM member and local COHR affiliate member

· PHR Certification 

Accounting:

· All financial reporting except annual corporate taxes:  General Ledger, Accounts Receivable (Including Collections and Deposits), Accounts Payable, Monthly Financial Statements, Budgets and Budget Comparisons, Bank Reconciliations for Operating/Building/Payroll/Investment accounts, Program analysis, etc.

· Annual Operating and Capital Budget Preparation for Board/CEO/CFO/President Approval

· Mortgage and Escrow maintenance

· Sales Tax Reporting

· Monthly Board Meeting Financial Presentations

· Liaison with Bank officials

· Monthly Standard Journal entries and Accruals

· Archiving of financial records

· Active communication with CPA firm:  prepare all records for annual audit completion (For example, prior to my arrival at Burpee Museum, the annual Audit took 3 months for the auditors to complete.  My first year at the museum, the audit lasted 3 weeks. I started in March, audit was also in March, and gathered the prior year’s information I could find for the auditors).  The last fiscal year I was there, the auditors were at the museum for 3 partial days.

Volunteer Recruiting:

· Create and maintain Database of Volunteers, including interests and availabilities

· Network with area Volunteer organizations (Lifescapes, RSVP, United Way, etc)

· Within first year of taking over volunteer recruiting duties, increased database of active volunteers from 60 to 425 active volunteers.

· Attend Volunteer Expos (booth preparation/fliers, etc)

· Thank you receptions for volunteers

· Attend Chamber of Commerce Events to promote activities and need for volunteers.

· Volunteer scheduling

· Special Event Recruiting and Bulk Mailings

· Collaborate with area colleges with intern and volunteer programs

Grant Reporting and Fundraising:

· Complete applications for government and philanthropic organizations
· File management for each grant

· Establish grantee/grantor relationships (state/federal/local meetings and travel)

· Prepare monthly/quarterly/semi-annual or annual reports as required by grant.

· Observe grant completion procedures.

· Involvement in processing Federal, State, Community and Private grants.

· Work with collaboration on grants (such as EPA/School District combined educational grant).

· Comply with match requirements of grants (2 for 1, 1 for 1, 3 for 1, etc.)

· Donor cultivation and appreciation events

· Mass mailings for capital and operational campaigns

· Placement of advertising/public announcements in local media

Additional Professional Skills:

MS Office Literate:  Word, Excel, Access, Outlook, PowerPoint, Publisher

HR Software:  DescriptionsNow!, PerformanceNow!, ADP, Paychex, PeopleSoft 

Accounting Software Literate:  QuickBooks, Peachtree, Great Plains, AccPac, TigerPaw, Industry Specific

Some Spanish (at one time fluent, only used occasionally now)

Montessori Parent training

Construction and Associated Banking/Mortgage procedures

Please feel free to contact me at one of the following:

e-mail:
kathleenkush@yahoo.com    
843.448.6370 (home)

815.520.6680 (cell)
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