Lawrence Monaco
http://www.linkedin.com/in/lawrencemonaco 
Studio City, CA  

MonacoLawrence@gmail.com 
Hands-on Operations, Human Resources, and business-impacting management professional with exceptional, employer-recommended operations and communication skills and an extensive background in:
Employee Relations

Conflict Resolution

Office Management 

Operations Management

Recruiting & Retention

Benefits Administration

Vendor Services Mgmt
 Business Management

Social Media Builds
Professional Experience                       (Letters of Rec: www.visualcv.com/monacohr )
Small Business Office Manager – Business Consulting 

  


 09/11 – Present
Consulting/Contractor Services 

Offering project, short-term, contract, or full-time services in overall Business, Office, Human Resources, Operations, Benefits, Recruiting, Employee Relations, Customer Service, and Facilities Management. (also a former Realtor at Rodeo Realty Studio City – 11/11 – 01/13)

Blitz Digital Studios (Web/Games/Interactive Development) – Santa Monica, California
       07 – 09/2011
Manager of Operations & Human Resources                                                                      (Position cut)
Management of office administration, human resources, benefits, operations, recruiting, facilities, staff planning and build-out remodel.  Supervised reports in office management, payroll, and employee relations.  
· Implemented new company-wide healthcare benefits plans and online enrollments

· Streamlined and revamped online ATS to Blitz’s website as recruiting tools

· Recruited, interviewed and hired three positions; one technical, two accounting

· On-boarded newly acquired Social Media company talent base onto Oasis H.R.I.S. & P.E.O.

· Constructed Offer Letters, Proprietary and Confidentiality Agreements, and Job Descriptions for new hires

· Supervised construction build-out and contractor/vendor remodel of office suites for staff acquisition
Animax Interactive Entertainment (Animation/Digital) – Van Nuys, California                             2007 - 2009
Human Resources/Office Manager/Recruiter  - 
                                                    (Company downsized)
Managed Human Resources Department, Benefits, Accounting, Administrative Services, Compliances, Policy & Procedures, Installed Department’s Services, and renovated partial facilities for production.
· Rewrote and revamped protections for trade secrets, confidentiality, Proprietary and Employment agreements.  Contributed operationally to the business
· Reviewed employment practices and managed labor law compliances
· Managed H.R. services, office, and administrative operations

· Managed re-classification process via writing job descriptions and Supervisory Procedures.
· Recruited, interviewed and negotiated key positions in sales, marketing, technical and key managerial
· Retained talent via build of Summary of Benefits, Benefits Perception, and job/goals clarity.
Coldwell Banker / Keller Williams Realty – Studio City, California
2003 - 2007
Realtor

Stepped out of H.R. and explored being a Realtor.  Managed real estate sales, leases, tenants, transactions, purchases and home buying. 

Fitness Apparel Mfg.  – Van Nuys, California                   
2003  - 2004







Human Resources/Office/Customer Service Manager –                                             (Company Closed)
Management of overall administration and departments with significant operations contributions leading to streamlining of departments, supervisory goal achievement, and bottom-line realization.  Persuaded I.R.S. to waive $40K+ penalty assessment against company.  Initiated weekly department head meetings to identify projects and completion dates.

· Revamped Customer Service to include new talent and automated web account sign-up.  

· Advised owner of operational and infrastructural goals toward greater financial stability.  

· Managed Human Resources, Office, Payroll, and Customer Service.

· Wrote and implemented comprehensive Employee Handbook of Policies and Procedures.

Independent Consultant  –  Century City and Sherman Oaks, California
2001 - 2002
Human Resources Management -                                                           (Joined Fitness Co. as HR Mgr.)
Engaged in human resource management consulting assignments at a mid-sized healthcare law firm Health Advocates, LLP., Sherman Oaks, and a large, educational non-profit organization The Fulfillment Fund, Century City. Provided oversight and direction of HR department, payroll, set staff productivity goals and conducted performance analysis. Served as business advisor on operations and administrative issues, including facilities management.  Directed entire hiring cycle and benefit enrollment/renewal process.

· Designed and implemented a training program that improved employee performance and clarified supervisor roles and responsibilities.

· Improved employee relations and protected employer by counseling supervisors to offer proactive, personal attention to staff performance issues.

· Managed office and oversaw departments, operations, facilities and vendor services.

National Medical Review Offices Drug Testing Company  – Los Angeles, California  
2000 - 2001
Director of Human Resources/Recruiter -                                                                        (Company Sold)
Recruited to redesign human resources department serving over 200 employees and multi-state offices. Defined department services and expectations. Identified and addressed training, performance, review structure and workload processing deficiencies; created guidelines and policies for supervision and training.  Managed several staff members and administered several benefit plans.  

· Improved employee morale and established credibility for HR office by creating or rewriting job descriptions to reflect actual responsibilities and demonstrating genuine concern for staff well-being. 

· Negotiated a reduction in healthcare premiums that saved company several thousand dollars annually; established credit union benefits for employees. 

N.T. Audio Feature Film Sound Post Production Company  – Santa Monica, California  
1998 – 2000
Human Resources Office Manager -                                                                 (Recruited to join NMRO)
Selected by well-known film industry innovator to run administrative, human resources and office operations. Managed payroll, benefits, union C.B.A., and accounts receivable.  Recruited, interviewed, hired and supervised staff. Managed worker’s compensation, disability and unemployment insurance programs; implemented safety and training procedures. Counseled and trained managers in supervisory skills and employee relations.

· Increased productivity 25% by automating office functions and fostering positive work environment.

· Recognized as skilled liaison in management-union labor negotiations; mediated conflict between union and non-union staff to successful conclusion. 

· Revamped employee healthcare plans and realized extensive reductions in premiums.

Hollywood wax/Guinness Museums Tourism  – Hollywood, California
1996 - 1998



Operations/Human Resources Manager -                                                  (Recruited to join N.T. Audio)
Managed operations, facilities, staff and human resources for two internationally recognized entertainment museums. Wrote and implemented employee handbook, job descriptions and work schedules. Devised productivity strategies and goals and standard operating procedures. Introduced facility security procedures and revenue protection steps.

· Implemented cost-effective and morale-boosting reward and incentive programs.

· Slowed employee turnover by instituting human resources policies and professional supervision, which reduced need for training and recruitment of replacement staff and instilled sense of employee job security. 
· Managed special event functions which included holiday promotions and special television tapings and show profiling.

 .
Education 

Human resources Specialist - Certification, U.S. Navy Vet. – 4 yr Enlistment, B.A. Equiv.
	
	
	


Nominated
   “Top H.R. Professional” – San Fernando Valley Business Journal, March, 2009 

