Dawn R. Carmichael
Philadelphia, PA 19149 
(610) 653-4250
dcarmic77@gmail.com      

Objective: To obtain an Business Manager/Human Resources position within a quality company that would allow me to utilize my administrative and human resources skills to assist with daily tasks.

Education and Certifications:
H.R Training Center
H.R Generalists Certificate October 2016

National Seminar Training
FMLA Compliance Update Certificate August 2016

American Management Association
Fundamentals of Human Resources Management Certificate    June 2013

A.A Associates Degree         May 2010
Community College of Philadelphia, Philadelphia, PA

Certificate Clerical, Admin & Medical Terminology     September 2002
Metropolitan Career Center, Philadelphia, PA

Skills:
· Filing, data entry, answering multiple phone lines, posting positions/scouring resumes, conducting phone interviews, scheduling interviews, conducting testing sessions, scheduling conference rooms
· Microsoft Word, Excel, Access, PowerPoint, Outlook, Power School, giving presentations, Fed-Ex, UPS, Processing incoming mail, processing background checks making job offers, processing new hire paperwork, fingerprint new hires, process employment verification, processing weekly or bi-weekly payroll, resolve payroll issues, processing health benefit changes
· Employee Relations, explaining benefits, experience with HIRS, ADP, Time & Attendance, Attn Enterprise, Payforce, Sage System, PEARS, PrimeroEdge, QuickBooks, AP/AR, Purchasing materials for the school year as well as staff 
· [bookmark: _Hlk518914401]FMLA leave, STD, LTD, Workers Compensation claims, accident report OSHA, EEOC, communicating with medical facility, and the Dept of Labor
Employment: 
[bookmark: _GoBack]November 2015- Current Business Manager (Human Resources, Payroll, Purchasing) CHAD-Charter High School of Architecture & Design
· Posting positions, scouring resumes, scheduling interviews, conducting phone Interviews, making job offers, explaining new hiring process, process new hires packets
· Verify background check, employment verify, 168 forms, explain medical benefits, input new hire data, set-up direct deposit, ensure all new hire have Tech/Safety training,
· Assist with the revision of employee handbook as needed, and assure every employee acknowledge receiving handbook
· Process bi-weekly payroll, track PTO, FMLA, STD days, track process pay increase/decreases, garnishments, and distribute paychecks
· Address & investigate any misconduct, attendance, or disciplinary issues, provide solutions to resolve the issues, track disciplinary actions, assist with performance reviews, process terminations, and conduct exit interviews
· Accounts payable, process purchase orders & purchase materials for building & staff
· Maintain, verify, & update vendor accounts for accurate info
· Responsible for receiving, depositing, tracking all bank deposits & reconciliations for school accounts
· Processing monthly lunch & breakfast claims in PEARS system, verified that students were direct certified, monitor PrimeroEdge system 
· Provide receptionist coverage when needed, receiving & transferring multiple calls 
· Assist with ensuring teachers arrive on time, and provide sub teacher coverage if needed
· Verify & prepare all checks for payment from the school, verify track & reconcile all credit card purchases for the school

April 2012 – November 2014   Human Resources Assistant   Burris Logistics/Honor Foods
· Customer service, front desk coverage, able to handle multiple phone lines, conducting, Interviews/testing new applicants, sorting incoming mail
· Making job offers, processing new hires, processing background checks
· Explaining benefits packages, creating OPF/payroll folders, employment verifications
· Processing bi-weekly payroll working with T&A, Attendance Enterprise, and ADP, inputting pay increases, garnishments, union dues, medical benefits or other changes, run payroll reports, review payroll reports for accurate transactions, accept payroll, distributes payroll checks, resolve payroll issues,
· Processing AP, employment verification 
· Tracking performance evaluations, tracking PTO, FMLA, STD leave, Employee Relations, Tracking disciplinary or corrective action

March 2009 – January 2011    Administrative/Human Resources Clerk    Bureau of the Census
· Answering multiple phone lines, filing, data entry, phone coverage for receptionist, fed-ex documents daily, processing incoming mail, Processing background checks, making job offers, processing new paperwork, fingerprint new hires, process employment verification
· Create personnel & payroll folders, input bi-weekly payroll into payroll system, and resolve any payroll issues
· Process workers compensation injury claims & damaged property claims
· Communicate with employee & doctors as needed for updated medical documentation, update workers compensation logs, forwarding medical notes to Dept of labor for processing claims

February 2007 – October 2007 Dean’s Assistant/Front Desk Receptionist    Freire Charter School
· Monitor student’s activities in the building, sign in any late students, log data into school system, Sign in visitors and direct them to the appropriate department,
· Schedule conferences with parents, contact parents in need of emergency issues, responsible for early dismissal of students

References Available Upon Request
