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Xero & Routeable




Sketch / Figma


Asana, Notion & Phabricator

Responsible for onboarding/offboarding, recruiting, expense reporting, data

security and facilities management. Scaled HR from 8 to 75 employees. Managed 
recruiting coordinator and office assistant. Implemented 401k program and 
benefits package. Set up and managed the HRIS and ATS. Led company-wide 
trainings. Managed relationships with vendors and service providers.

 Automatic
Human Resources Coordinator

Managed onboarding and offboarding for a startup spanning multiple states and

countries. Setup systems for procurement, travel planning, expense reporting,

and contractor management. Oversaw payroll, accounts payable and health care.

Collaborated with finance and legal. 

2016 - 2019 
Human Resources Manager

Created office infrastructure from ground up. Managed office relocations and 

real estate search. Performed office-wide IT support and procurement. Planned 

company cultural events and retreat. Managed background checks and I-9.

 


2019 - now Dharma San Francisco, CA
Administration
Responsible for payroll, accounts payable, relocations, office management, 
onboarding/offboarding, event management and benefits administration. Main 
point of contact for building landlord and building contractors. Facilitated 
company-wide retreat.




































