CYNTHIA (Cindy) L. URBAN

3134 Albright Court

Indianapolis, Indiana 46268

PROFESSIONAL EXPERIENCE:

I am presently utilizing my human resource/bookkeeping/payroll administrative skills in temporary positions until I find the perfect career match. Below mentioned are the job roles I have temporary accepted since June 2008, as well as starting up a security officer staffing business.
February 2009 – Present

Self-Employed

Marion County Protective Services, Inc.

Principal/Owner 

My son is actively assisting running this company

· Staffing Security Officers

· Hiring & Training

November 2008 – February 2009 (Temporary)
Office/Staffing Manager

· Served mainly as a “staffing manager” recruiting security officers.  Again, this was on ongoing recruit and these employees come and go frequently. 
· Processed two (2) bi-weekly payroll for both hourly/salaried employees with ADP
· Processed unemployment claims with next day turnaround response
· New Hire Documentation, Employee Policy Handbook Orientation, Dress Code Policy, and Mission Statement
· Processed workers’ compensation claims
June 2008 – October 2008 (Temporary)
Director of Human Resources & Administration

· Served in this role while the Vice President of Finance was on maternity leave

· Processed weekly payroll for both Hourly/Salaried Employees

· Recruiting hourly employees as “general laborers” on a weekly basis.  Turnover in the manufacturing plant was very high.

· Processed New Hire Documentation

· Orientation (Safety Procedures, Employee Policy Procedures Handbook, Health Benefits)

· 401(k) Administration

· Liaison with company’s Insurance Broker regarding healthcare benefits

· Processed all vacation/sick day/personal day request

· Entered new hires in HR Management which is the back door of Paychex
· Processed new employees healthcare enrollment forms directly to the websites of Anthem and Guardian.
· Processed all workers compensation claims via third party website
· Processed all cobra participants via third party website
· Liaison with company’s attorney discussing ongoing human resource legal issues
· Conducted credit checks via website for each new customer
· Processed unemployment claims with next day turnaround response
· Travel Arrangements
Auto Research Center, LLC

June 2002 – May 15, 2008
Human Resource Manager

Auto Research Center, LLC is committed to excellent, leading edge technology, and rapid project turnaround.  This philosophy has made them a leader in automotive research and development.  Services and area of expertise include: Scanning & Surfacing, Conceptual Design, Rapid Prototyping, Model Making, Wind Tunnel Testing, Computational Fluid Dynamics, Final Design, Dynamic Simulation Software, Customer Test Rig Design and Manufacture.

· Recruiting, staffing, new hires, terminations, performance management, orientation and training, employee relations, job descriptions, counseling and termination, benefit administrator, worker’s compensation/Short/Long Term Disability administrator, processed J-1 Visa, H-1B Visa, and E-2 Treaty Visa’s, processed and renewed property/casualty insurance policies thru third party administrator, 401(k) administrator,  communicate all corporate communication, created company newsletter.
· Accounting – A/P, A/R, Financial Reporting (I was the bookkeeper before the company hired Accountant)
· Payroll – 2 Payroll runs (bi-weekly and semi-monthly) payroll administrator using ezLabor and EasyPay thru ADP.  Created process from inception to completion.  Posted entries directly to QuickBooks.
· Office Administrator – supervisor of company Receptionist.  Responsible for all cell phone, postage meter, and telephone contracts.  Managed all employee social functions (Employee Appreciation Day, Holiday Party).  Also, supervisor of the voicemail system.
· Janitor/Repairs/Maintenance Manager – Supervise the department of Janitorial/Repairs/Maintenance of two (2) buildings.
techwell, LLC, Indianapolis, Indiana

October 2000 – November 30, 2001

Office Manager

techwell was a business accelerator focused on accelerating the development of Indiana-based businesses by providing office space and strategic and growth management services.  The intent was also to invest in companies it considered promising and which were associated with its accelerator program.  The company ceased operations on November 30, 2001.

· Environment start-up and ongoing maintenance - When I came to techwell there was limited time to our office move, and I took charge of the effort and made it happen.  I was a critical part of how the environment was shaped.

· Resident support – meeting the day-to-day needs of techwell residents required flexibility and a can-do-attitude.

· Financials – I served as the accountant (AR/AP/Payroll).

· Coordination of community relationships – I took the lead to facilitate techwell’s relationship with numerous organizations.  As a result of my efforts, techwell’s approach to community relationships were very effective and deeper than techwell otherwise would have achieved.

· Fundraising –  My experience and contact gained through my political fundraising efforts gave significant leverage to techwell’s fund raising efforts.

· Service Providers – facilitated relationship management

· Client Support – monitored compliance with all of the provisions in techwell’s agreements with clients and cost effectively managed our client relationships

TONY SAMUEL FOR U.S. CONGRESS, INDIANA’S 10TH DISTRICT, Indianapolis, Indiana

November 1999 – May 2000

Finance Director

· Fundraising; event planning, appointment scheduling, payroll
· Event planning

· Scheduling of meetings with business leaders/donors

· Payroll; processed monthly federal/state/city tax reports, quarterly tax reports

· Telephone solicitation to National PAC Committees

Special Skills

Software: Microsoft Word, Excel, PowerPoint, Microsoft Publisher, QuickBooks, Internet Explorer, Microsoft Outlook, ADP and Paychex Payroll Services, HR Online, ACT
Activities

Former Board Member for the Indianapolis Public Transportation Corporation and Department of Administration for the City of Indianapolis.  Elected Indiana State Delegate. Notary Public for the State of Indiana.
REFERENCES AVAILABLE UPON REQUEST

