MICHELLE R. TINKOFF, PHR
mrtinkoff@yahoo.com

22 Jason Lane (  Mamaroneck, NY 10543
Home 914-777-2112 ( Mobile 703-346-1188

PROFILE

Compensation professional with hands on experience in job analysis, salary surveys, and data validation. Broad human resources experience in employee relations, training and recruiting. Business management experience in staff supervision, marketing and sales. Demonstrated pattern of strong presentation and customer service skills. Possess MBA. 
 HUMAN RESOURCES EXPERIENCE
Manager Human Resources & Compensation – Westchester Medical Center Valhalla, NY             2009-present
· Serve as an internal resource for employees and management on various compensation issues.

· Research, analyze, formulate and propose compensation recommendations for non represented employees.
· Conduct compensation benchmarking studies; provide analysis to senior leadership.

· Communicate and interpret corporate compensation philosophy, policies, procedures and practices.  
· Create and update functional position descriptions for non represented employees. 

· Develop, implement and administer performance management system.
· Participate as a member of the HR Leadership team, setting and administering Medical Center policies, programs and HR Strategy.
Senior Compensation Consultant – ORC Worldwide, New York, NY



     2006-2008
· Provided client support and compensation analysis to 33 SIRS® Biotechnology clients located on the east coast. Conducted on-site client visits. Developed and implemented compensation programs, including providing market pricing, job analysis and evaluation, salary administration, salary structures and annual cash incentives. Advised clients on equity and executive compensation assignments.
· Analyzed data validation of Biotechnology Industry clients during the annual survey data collection and production of the SIRS® salary survey.

· Promoted ORC Worldwide and the SIRS® Salary Survey to prospective and current clients by conducting breakfast meetings and seeking out consulting projects. Achieved client retention by providing superior customer service and current compensation trends and analysis.
Compensation Analyst II – Human Genome Sciences Inc., Rockville, MD


       2003-2006
· Provided internal compensation consulting services to five Business Units, including creating career paths and conducting job evaluations.
· Executed base and variable pay planning and administration.

· Provided analysis and recommendations on promotions and base pay adjustments.

· Coordinated annual merit and performance award process, including bonus and stock option programs.
· Supported implementation of all compensation initiatives (1100 employees.)
· Contributed to external salary surveys. Provided monthly metrics to SVP of HR.
· Managed Employee Recognition Program.
· Member of Internal Compensation Committee and SAP implementation team.
Compensation Analyst – Discovery Communications Inc., Bethesda, MD 


         2002-2003
· Supported implementation of all Compensation initiatives at the Division Level (1,800 domestic employees.)
· Handled base and variable pay planning and administration.

· Provided analysis and recommendations on promotions and base pay adjustments.

· Coordinated merit and bonus award process at the division level. Conducted job evaluations.

· Provided internal compensation consulting services. Conducted routine data audits. 

· Contributed to external salary surveys. Utilized Mercer Prism.
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Compensation Analyst - The Ratner Companies, Falls Church, VA  


 
         2001-2002

· Processed, maintained and administered compensation programs for Home Office (300 employees) and Field.
· Managed annual performance plans and merit review processes, provided all necessary documentation.
· Conducted benchmarking for current and newly created positions ensured all positions were integrated into the correct salary grade.

· Utilized Hay Point Factor Analysis and external salary surveys to guarantee internal and external equity.

· Developed and maintained a database of past and current job descriptions.

 Intern - Recruiting Coordinator - PriceWaterhouseCoopers, Fairfax, VA 



 2000

· Supported recruiters in areas of e-business and information technology sectors by locating potential technical candidates.
· Oversaw screening and evaluation of resumes & coordinated initial interviews.

Intern- HRIS/Compensation Analyst - Concert, Reston, VA 




        1999-2000

· Conducted merit pay adjustment process – updated databases and presented to executives.

· Developed and implemented new career paths & revised job description guidelines. 

· Assisted with new hire salaries, internal equity issues, and market reviews.

PRIOR BUSINESS MANAGEMENT EXPERIENCE
Store Manager -Crabtree & Evelyn, New York, NY  





        1995-1997

· Managed all operations for a key location including: staffing, sales, customer service, inventory control, and merchandise display. 
· Conducted training for new store managers. Launched a new clientele program.
· Achieved a 13% increase in year-to-year sales.

Assistant Store Manager -Coach Leatherware, New York, NY 



 
         1993-1995

· Promoted from a $1.7 million branch to the $7 million flagship store as a result of leadership in operations and merchandising.

· Garnered high levels of staff productivity through careful screening of seasonal employees and application of motivational tools.

· Surpassed store average for dollar and units per transaction through personally developed sales techniques.

EDUCATION

Master in Business Administration George Washington University, Washington, DC

Human Resource Management & Organizational Behavior and Development; GPA 3.81

Beta Gamma Sigma Honor Society

Recipient of Leo and Lillian Goodwin & Human Resource Association of the National Capital Area Scholarships
Bachelor of Science in Fashion Merchandising University of Maryland, College Park, MD
Magna Cum Laude, Golden Key Honor Society

Recipient of The Fashion Group of Philadelphia & The Washington Fashion Group Scholarships
COMPUTER SKILLS

SAP, Mercer PRISM, Lawson & PeopleSoft, Windows 2003, Windows XP, MS Office (Word, Access, Excel, PowerPoint, Outlook), Lotus Notes

PROFESSIONAL AFFILIATIONS

World at Work- CCP certification in progress, SHRM, WHRMA, HRNY
Member of Human Resource Association of the National Capital Area- Salary Survey Committee for two years
