Tahisha McCoy
Human Resource Administrator/ Recruiter/ Talent Scout
Morrisville, PA 19067
tahisha41675@yahoo.com
(609)954-5572

Contract Recruiter, Talent Scout, Human Resource Generalist, On-Site Staffing Supervisor
Willing to relocate: Anywhere
Authorized to work in the US for any employer

Work Experience

Talent Scout- Contract
Holy Redeemer Hospital – Huntingdon Valley, PA
November 2018 to Present 
• Collaborates with other HR Representatives and leaders to ensure employees are treated equitably according to HR policies and procedures.
• engaged in discovering and recruiting people of talent for a specialized field or activity
• Full-cycle recruiting, Source and screen talent,  Identify, prospect and present a short-list of exceptional candidates to respective hiring managers
• Collaborate with Talent Advisors and/or HR Business Partners to ensure a consultative process from initial kick-off phase
• Acts as a liaison for employees and managers on the interpretation of policy and
Procedures facilitate policy & procedures. Participates and supports the orientation of new hires. Using Position Manager System and Outlook

Human Resource Administrator/ Recruiter
St John Neumann Nursing Rehabilitation - Philadelphia, PA
January 2018 to November 2018
•Enter and format employee information, Screen resumes and applications for qualified job candidates Schedule and conduct interviews with candidates, Schedule orientation for new hires
•Prepare orientation materials for new hires. Collect new hire/termination paperwork and submit completed files to payroll
•Address issues pertaining to employee benefits and compliance and facilitate resolution with
Administration, Manage FMLA and Workers Comp. issues as needed
•Collaborate with the Staffing Coordinator on job openings and staffing needs
•Maintain and update employee information in an organized an efficient manner, Perform other related job duties as required

Human Resource Coordinator Contract
Delran, NJ
May 2017 to January 2018
Sets up and maintains confidential, sensitive files and records, ensuring efficient retrieval of
information. Ensure all necessary information is maintained in the employee personnel record.
Distributes information to supervisor or others and files completed information.
• Provides copies of records as appropriate for employees when requested. Tracks files to assure that required documentation is received and compliant with agency standards.
• Recruits employees by posting employment ads on company website, external websites, in
newspapers and through college career services in order to attract qualified applicants. Conducts and maintains file of background check results on applicants and performs registry and license verification checks.
• Coordinates new hire orientation and scheduling by working closely with the hiring manager,
controller, and others as required. Ensures that proper new hire paperwork has been completed,
including I9 documentation and certifications. Assists with paperwork required for job and salary changes, R&R bonuses and LOA. Assists with performance review process as needed.
• Assists with communications on open enrollment and responds to general questions from employees about pay and benefits. Refer questions to the Benefits Information Center as appropriate.
• Refers employee relations issues to HR Business Partner and keeps immediate supervisor informed as appropriate, complies with HR policies and practices, referring questions to immediate supervisor.
• Assists management in developing new databases for tracking and recording events/programs.
Produces reports and performs other related duties and activities as required.

Human Resources Coordinator Contract
NJ Department of Developmental Disabilities - Trenton, NJ
May 2016 to May 2017
Source and review resumes to prescreen potential employees.
● Schedule and conduct in person interviews. Create job postings as well as offer letters for new hires.
● Conduct on boarding and training for all new employees.
● Handle employee relations and maintain all personnel files.
● Administer benefits including FMLA and EEO and handle policy implementation.
● Handle high volume open enrollment, including medical, dental, and vision plans.
● Guide employees and answered all questions through enrollment process of plans, working
through payment and policy options.  Submit all applications of coverage, name changes, and certificates as needed, including adding a dependent or changing benefit plans. Send forms to vendors and discuss any changes that need to be made.

HR Generalist Contract
Ikea - Westampton, NJ
February 2016 to May 2016
● Managed all leaves and tracked attendance for all employees. Handled Employee Database, both in soft form and file management.
● Processed payroll for all employees.  Managed personnel files, including conducting performance appraisals and providing feedback for employees.
● Conducted new hire on boarding, orientation, and exit interviews.
● Coordinated internal and external meetings, talent weeks, and external job fairs.
● Utilized Brass ring, Kronos, and E- verify in order to efficiently track numbers.
● Provided Full Cycle Recruitment for External and Internship candidates.

Human Resource Analyst Contract
Tyco - Princeton, NJ
May 2015 to August 2015
Worked closely with the HR Manager and Workday team merging Taleo RMS duplicate
Transaction files. Responsible for responding to applicants submittal and inquires.
● provided support to managers, supervisors, and recruiters with recruitment and hiring processes.
● Monitored and responded to information requests.
● Posted new positions in the Recruitment Management system, Pre-screen applicants.
● Initiated and monitored background checks to ensure completeness and compliance.
● handled all pre-boarding tasks.  Maintained and updated various documents on a regular basis such as organizational charts, job descriptions, open positions reports, etc. 

Staffing Coordinator Contract   Seasonal as needed part-time evenings
Adecco - Hamilton, NJ
January 2012 to May 2015
Assisted Recruiters in all phases of the recruiting process including posting open requisitions,
managed resumes and responses, maintaining applicant flow logs, prescreening/ sourcing of potential candidates and closing out filled requisitions, scheduled interviews.
● Independently completed pre-employment screening followed up as well as initiated DT and BG checks, on Boarding, New Hire Orientation, Administer all position-specific evaluations (typing tests, job surveys, et) when required, basic level of knowledge of applicable federal, state, and local laws and regulations related to employment.
● Ordered all office supplies and recruiting materials to be used by recruiting department.
● Handled recruiting, screening, on boarding, new hire orientation, resume review and corrections. Organized and prepared work schedules for employees to ensure the appropriate amount of staff is available for each work shift. 
● maintained daily and end of the week staffing reports, verified attendance and time clock.
● Responsible for handling any administrative duties as needed.


Human Resource Generalist
Scripts - Trevose, PA
December 2013 to January 2014
● Assist Recruiters in all phases of the recruiting process including posting open requisitions, managing resume & responses, maintaining applicant flow logs, prescreening/ sourcing of potential candidates and closing out filled requisitions
● Scheduled interviews, pre-employment screening followed up as well as initiated DT and BG checks, On Boarding, New Hire Orientation, administers all position-specific evaluations (typing tests, job surveys, etc) when required, basic level of knowledge of applicable federal, state, and local laws and regulations related to employment
●Orders all office supplies and recruiting materials 




On-site Staffing Coordinator/generalist Contract
Kenco Corporation - Robbinsville, NJ
August 2011 to December 2013
●Managed and executed new hire orientations and training.  Handled screening, processed background checks and drug screens m.
● Responsible for managing employee records, expense reimbursements, employee orientation,
development, and training., processing of payroll and management of internet- based time keeping systems.
● initiated and processed applications, conducted in person interviews and telephone screenings of applicants, completed E-verify and Background checks on candidates.
● Entered data into the applicant tracking system as well as updated and posted open employment requisitions.

Education
Institute Of Applied Management              Certification in HR Law and Labor         
College Of Direct Support Boggs Center   Certification in Infection Control training 

Skills
ADP, HRIS, KRONOS, Time Management systems, Paycom,  FMLA, HR Recruiting, Payroll,

Additional Information
Computer Skills:
Software: Kronos, Taleo, Workday, HRIS System, ADP time Management, Management Positions, Citrix, Fire Fox Pro 
 Microsoft Excel Outlook, and Microsoft Word, Access
