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October 31st is the final day to submit your application for the Governors 
Worksite Wellness Award!  Click the following link to apply!  

www.surveymonkey.com/r/2018WorksiteWellnessAwardApplication  

 

http://www.surveymonkey.com/r/2018WorksiteWellnessAwardApplication


Registration 

To register go to: www.vthra.org 

.   There is NO CHARGE  for this meeting/social event.  

Thursday, November 9, 2017 
Hampton Inn, Colchester, VT  

 3:00 pm—5:30 pm 
 

                                      Annual Meeting 

  Gameshow VT 

 

Calling all VTHRA members and Guests!  This is 

our required annual meeting.  At this  meeting 

we will spend a few minutes  voting for board po-

sitions that are up for renewal and any other as-

sociation announcements.   

 

Promptly thereafter, we will begin our enter-

tainment, with munchies, a complimentary drink 

ticket  and cash bar.  GameShow VT will be joining and leading us in a fun-filled, action packed 

Survey Says!   Please come ready to have some fun and network with fellow members!    

Feel free to pick your team of 4 prior to the meeting or we can do at the meeting and please 

bring a non-member HR Guest!  

 
We will also be continuing our tradition of collecting for the food shelf.  The following items are  excellent ,  non-

perishable choices:  

 Canned fish-tuna, salmon, sardines, etc. 

 Peanut Butter 

 Cereal-all varieties 

 Canned fruits-all varieties 

 Pasta of any kind 

 Pasta sauce—all varieties 

 Rice any type 

 Shelf stable juice 

 Canned vegetables-all varieties  

 Canned meat-beef, pork, chicken, etc.  

 Canned soups and chili 

 Boxed meals-Macaroni & Cheese, Hamburger Helper, etc 

 Paper products: Kleenex, Toilet paper, paper towels 

 Hygiene : toothbrushes, toothpaste, razors, shampoo, soap, etc.  

 DONATIONS also accepted!  



Position:   Human Resources Coordinator 

Date updated:  10/11/2017 

Reports To:  Human Resources Manager 

 

Job Summary: 

The Human Resources Coordinator will perform various administrative tasks to assist with the daily operations of 

the Human Resources Department. This role will facilitate all phases of the recruitment process and will assist in 

the administration of employee benefits, including health, dental, life, worker’s compensation insurance and 401(K) 

plans. The Human Resources Coordinator also provides support to Human Resources Manager and Human Re-

sources Generalist as needed, including record-keeping, file maintenance and HRIS data entry. 

 

Job responsibilities: 

 Assists with recruitment and interview process. Posts open positions on internal and external websites, reviews 
incoming applications, tracks status of candidates, checks references, conducts background checks and main-
tains communication with job candidates during recruiting process. 

 Schedules meetings and interviews. 
 Completes Forms I-9, verifies I-9 documentation and maintains I-9 files. Submits online investigation requests 

and assists with new-employee background checks. 
 Assist with helping new and existing employees receive training for their specific jobs. 
 Assist with benefits plans administration, including enrollments, changes and terminations. Processes required 

documents through payroll and insurance providers to ensure accurate record-keeping and proper deductions. 
 Performs customer service functions by answering employee requests and questions. 
 Reconciles benefits statements. 
 Assists with processing of terminations. 
 Assists with the preparation of the performance review process. 
 Makes photocopies; mails, scans and emails documents; and performs other clerical functions. 
 Files documents into appropriate employee files. 
 Assists or prepares correspondence as requested. 
 Prepares new-employee files. 
 
Job Requirements: 

 2-3 years of related Human Resources experience 
 Must be adept at problem-solving, including being able to identify issues and resolve programs in a timely man-

ner 

 Excellent interpersonal skills 
 Ability to communicate clearly with employees, members of the HR management team, and in group presenta-

tions and meetings 

 Must be able to prioritize and plan work activities as to use time efficiently 

 Must be organized, accurate, thorough, and able to monitor work for quality 

 Must be dependable, able to follow instructions, respond to management direction, and must be able to im-
prove performance through management feedback 

 

 
To apply: please send your resume to Elena Spensley, HR Manager at elena.spensley@kaycan.com  

For more information visit our website at: www.kaycan.com 

mailto:elena.spensley@kaycan.com


 

 

Hello VTHRA Friends, 

The interview process can be a very intimidating and overwhelming experience for many job 
applicants. Perhaps you can recall your first interview. Participating in a practice interview be-
fore the “big day” can take some of the pressure off the interviewee and instill confidence in 
even the most inexperienced applicant. 

 

The Champlain College Career Collaborative team is actively recruiting volunteers to facilitate 
practice interviews on two Mock Interview Days this fall: Tuesday, November 14, and/or 
Wednesday, November 15, 2017. The time commitment can be minimal, but the impact is huge. 
You do not need to be a subject-matter expert. We will provide you with candidate information, 
questions, and an evaluation rubric. 

 

Here are the details: 

 

 

Use this link to advise us of your interest and availability: 

http://bit.ly/CCMockInterviewsFall2017 

 

Thank you in advance for investing time to help our students develop this essential skill. 

Dates Tuesday, November 14, and/or Wednesday, November 15, 2017 

Time 9:00 a.m. until 6:00 p.m. on Tuesday; Noon until 6:00 p.m. on Wednes-
day; interviews scheduled on the hour 

Location Champlain Room, Center for Communication & Creative Media, 
375 Maple Street, Burlington 

Format Each interviewer will be paired with one student to conduct a mock inter-
view and provide feedback. Get acquainted/review resume: 15 minutes | 
Interview: 30 minutes | Debrief: 15 minutes 

Commitment We are looking for a commitment of one hour or more (interviews are 
scheduled on the hour; we ask you to arrive 15 minutes in advance). Join 
us for one hour or stay for a portion or all of one or both days. 

http://bit.ly/CCMockInterviewsFall2017


Life is complicated. Learn to mediate conflict and achieve effective resolutions. 
 
BASIC MEDIATION FALL WORKSHOP AT CHAMPLAIN COLLEGE 
November 15–18, 2017 
Wednesday: 6:00–9:00 PM 
Thursday & Friday: 9:00 AM–6:30 PM 
Saturday: 9:00 AM–6:00 PM 
 
The ability to manage conflict is a critical skill set in any professional field. Whether you work in legal 
services, human resources, education, counseling or business management, mediation experience 
can help you to be a stronger professional and more attractive candidate. If you'd like to approach 
conflict with confidence, Champlain's Basic Mediation Workshop is an incredible professional growth 
opportunity. 
 
During our three-and-a-half day workshop, November 15–18, you will learn about: 
 Identifying and framing issues 
 Listening for interests 
 Controlling the process 
 Helping disputants solve problems 
 Finalizing agreements 
 Handling special problems in mediation 
 
In addition, the workshop has been approved by the Vermont Board of Mandatory Continuing Legal 
Education for 26.25 hours, and by the Vermont Secretary of State for eight hours of Continuing Edu-
cation for Real Estate professionals. 
 
Register at https://forms.champlain.edu/secure/mediation/ 
Questions? Contact Susannah Eriksson: 802.865.5441 
Email: eriksson@champlain.edu 

Renewing your SHRM MEMBERSHIP?    

Everyone loves a discount!   

https://forms.champlain.edu/secure/mediation/
tel:(802)%20865-5441
mailto:eriksson@champlain.edu


Human Resources Seminar 

Wednesday, November 15   |   Capitol Plaza Hotel, Montpelier 

 

 

ACA Update and Related Issues | Paid Leave:  Implementation and New Legislation | Marijuana Legaliza-

tion Implications | Independent Contractors:  New Developments | Managing Conflicts and Rights In and 

Out of the Workplace | Federal Updates | Key Compliance Issues with New and Existing Laws | Issues to 

Watch, Key Prospects for 2018 

On November 15, Associated Industries of Vermont will host a special seminar focusing on key human 

resource issues facing Vermont employers in 2017 and into 2018 and beyond.  The seminar will cover 

issues impacting private and public sector employers and the professionals who serve them, and will fea-

ture presentations, commentary, and audience Q&A with expert government and private sector present-

ers. 

Both members and non-members are welcome to register.  Registration is required by COB November 10 

and costs $50 for AIV members and $75 for non-members.  Complementary registrations and other ben-

efits are available for sponsors and new members.  

Review the agenda and register online by going to the links under the Events section at 

www.aivt.org.  For questions and suggestions, email info@aivt.org.     

 

CLE:  Approval pending for general credits of continuing legal education 

Topics to be Discussed Include: 

 

 ACA Update and Related Issues and Developments 

 Paid Leave:  Implementation and Compliance with Paid Sick Leave, Proposed Legislation on Paid Fam-

ily Leave, Related Issues 

 Marijuana Legalization Update, Drug Testing and Related Implications and Issues 

 Independent Contractors:  Implications of the Bourbeau Custom Homes Decision, Related Develop-

ments and Prospects 

 Managing Conflicts and Rights In and Out of the Workplace:  Political Disagreements, Free Speech 

Issues, Workplace Violence 

 Federal Updates:  What Has Changed, What Hasn't, and What is Still on the Horizon 

 Key Compliance Issues with New and Existing Laws:  Pregnancy Accommodation, Social Media, Other 

Compliance Issues 
 Issues to Watch, Key Prospects for 2018 
 

Presenters Include: 

 

 Alexandra Clauss, Shareholder, Primmer Piper Eggleston & Cramer 

 Stephen Ellis, Ellis Boxer & Blake, & Chair, Labor & Employment Law Section, VTBar Association 

 Susan Graham, HR Services Consultant, NFP 

 Heather Rider Hammond, Shareholder, Gravel & Shea 

 Michael Harrington, Deputy Commissioner, Department of Labor 

 Stephen Monahan, Director, Workers' Compensation & Safety, Department of Labor 

 Elizabeth Rattigan, Chair, Labor and Employment Group, Downs Rachlin Martin 

 Brenda Sabin, Director of HR Compliance & Payroll Solutions, Hickok & Boardman HR Intelligence 

 Julio Thompson, Director, Civil Rights Unit, Office of the Attorney General 

 Benjamin Traverse, Associate, Downs Rachlin Martin 

 Cameron Wood, Director, Unemployment Insurance & Wages, Department of Labor 

http://www.aivt.org
mailto:info@aivt.org


Shearer Automotive 
10/20/17 

HR Manager 
To apply, please send your resume and cover letter to 
Elizabeth Allen at elizabetha@shearerauto.com or call 
802-861-3471. 

New England Equipment Dealership 
10/20/17 

Human Resources Generalist To apply contact info@grnvt.com or 802-448-8250 

Green Mountain Concert Services 
10/20/17 

Recruiting/HR Coordinator Please APPLY HERE: http://gmcsusa.com/employment/ 

NFP 
9/15/2017 

Benefit Analyst 
To apply, please send resume and cover letter to 

Susan Graham, susan.graham@nfp.com. 

Howard Center 
9/15/2017 

Manager of Talent Strategy 
Www.howardcentercareers.org and search 

“Talent” to view posting and apply 

VT Futures Project 
9/8/2017 

VT Futures Project Director futures@vtfuturesproject.org 

Howard Center 
8/25/2017 

Director of Human Resources 
Please visit www.howardcentercareers.org and enter 

"Human Resources" to apply. 

State of VT  
8/25/2017 

Legal Services  Specialist 
Send resume to 

amerin.aborjaily@vermont.gov   

RECENT JOB POSTINGS 

Upcoming SHRM/HR Events 

Scholarships On-going 
Www.vthra.org 

Www.vtshrm.shrm.org 

SHRM VT STATE CONFERENCE 
September 26-27th, 2018 

Sheraton, Burlington 
 

 

Get your membership 

renewal done and enter 

to win free  

registration to National 

SHRM Conference in 

Chicago—June 2018!  

mailto:elizabetha@shearerauto.com
http://gmcsusa.com/employment/
www.howardcentercareers.org%20

