BERNADINE TAYLOR
3104 Hemmingway Drive North Wales	     ●    (267) 968-2101 (Phone)   ●   btaylot042966@gmail.com
SUMMARY
High performing, strategic human resource administrative assistant professional with over 2 years of experience.  Proven career track record of delivering strong recruitment and selection practices based on exceptional relationship building, attention to detail and communication skills.  Core competencies include:

· Interview Screening		●	Resume Evaluations		●	On-boarding
· Job Post Advertising		●	Talent Management		●	Creative Sourcing
· Project Management		●	Employee Relations		●	Employment Laws

EMPLOYMENT HISTORY
Complete Homecare- Philadelphia, PA                                                                                    11/2017-Present  
Human Resource/Staffing Manager / Marketing Director
· Credentialing: Work collaboratively with the entire team to ensure that all caregivers are always up to date on their credentials. This in includes, sending out monthly reports to caregivers, follow up calls, running reports, or even just catching them when they are in the office.
· Training: The HR Dept will ensure that each caregiver is given the proper training in order to provide the highest level of care to our consumers both upon hire and annually.
· Audits: We conduct audits of Caregivers personnel files on a daily, weekly and monthly basis.
· Onboarding: Compliantly hire all external employees, conducting background checks, screening candidates, and following all internal and external policies, procedures, and regulation
· Maintaining a relationship with referral sources
· Interacting with various organization, hospitals, and case managers and professionals and community service.

NOVA HOME HEALTH CARE – Philadelphia, PA						07/2015 – 10/2017
Human Resource Coordinator
[bookmark: _GoBack]●           Plan and manage high-volume full cycle recruitment and selection projects filling over 50+ positions 
	on a monthly basis
●	Administer all phases of paper work processing including; offer letter packets, paper application 
	flow, update employee phone directory, employee contact files, new hire personnel paper work  
●	 Arrange, coordinate and schedule candidate interviews, medical examinations, employee orientations
●	Conduct benefits orientations, process enrollments, changes, terminations in plans and programs
●	Assist in the development and implementation of employee handbook personnel policies/procedures
●	Prepare and maintain human resources reports and deliver for strategic departmental meetings
●	Coordinate all department office management duties; order stationary, event planning, mailings
BROADSPIRE-CRAWFORD COMPANY – Philadelphia, PA					05/1999 – 07/2015
Claims Adjuster
●	Consulted directly with customers, guided clients through claims process and efficiently resolved 
	queries and concerns within tight time lines
●	Resolved high volume complex casualty claims and demonstrated practical use of applicable terms
●	Investigated, evaluated and negotiated claims reaching equitable settlements in fast paced settings
●	Managed multiple cases simultaneously and meticulously documented each step of claim activity
●	Reviewed and analyzed third party
EDUCATION
West Philadelphia High School – Philadelphia	
High School Diploma Awarded
			

