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Rebecca Mannion
HUman ResourceS
Objective
To find a position within a company’s HR department as a Coordinator or Administrative Assistant 
Skills & Abilities
HR Compliance, New Hire Orientation, Onboarding Forms and Procedures Multitasking, Detail-Oriented, Organized, Microsoft Programs, Written and Oral Communication
CONTAct INformation
A 741 Signal Light Rd. 
Moorestown, NJ 08057
T 609-276-2926
E missrebeccakim77@gmail.com


HR Recruiting Administrator
The Mentor Network, Mt. Laurel, NJ
 october 2017– October 2018
· Promoted to Corporate HR Recruiting Administrator
· Simultaneously managed the completion and collection of all new hire forms including applications, background checks, and state clearances for several states
· Ensured individual’s background checks and state clearances met agency licensing requirements
· Utilized applicant tracking system to update job postings and track applicants onboarding process  
· Coordinated and tracked Orientation and Annual Trainings by creating spreadsheets, trackers, and an organized filing system
· Responded to all HR inquiries regarding benefits, PTO, and payroll in timely and professional manner
· Posted, unposted, and refreshed all company job vacancies on digital job boards using applicant tracking software 
· Conducted all Human Resources Training for New Jersey employees 
· Maintained all previously assigned duties as the Human Resources Administrative Assistant
  		HR Coordinator
[bookmark: _GoBack] 			The mentor network, Mt. laurel, NJ			  
· Completed all orientation and onboarding procedures for newly hired NJ employees
· Managed and maintained employee charts for all NJ Mentor employees
· Ensured Human Resources charts were in 100% compliance with state standards during monthly biennials
· Pulled and submitted all internal forms related to unemployment claims, government requests, and internal employee requests
· Developed and utilized tracking systems and forms to monitor professional trainings for the Director of Training 
· Coordinated and scheduled all Annual trainings for company employees
        PRogram Director
 			   New Hope Academy, CHerry HIll, NJ 
       January 2015 – August 2017
· Prospected, interviewed, hired, and managed a faculty of 40 staff members including teachers, assistants, and lunch staff
· Completed all onboarding and training procedures for new employees 
· Planned, organized, and implemented all special events for Career Day, Multicultural Day, and Technology Day
· 
PROGRAM DIRECTOR
NEW HOPE ACADEMY, CHERRY HILL, NJ
· Increased program enrollment by strategically using social media, email, and marketing events to generate 83 new students for the school
· Served as the program’s primary administrator and responded to parent questions and student conflicts in a professional and diplomatic manner
· Designed a thematic curriculum that tied biblical themes to academic objectives, providing cohesive guidelines for all teacher’s plans and instruction
  			  Temporary Language arts teacher 
  		  Southampton Schools, southampton, NJ
  				        APRIL 2015 – December 2015
· Developed strong, clear, and versatile writing skills by drafting documents, memos, newsletters, and emails for a variety of target audiences 
· Utilized critical thinking skills to improve lessons by assessing the strengths and weaknesses of alternative instructional practices 
· Practiced complex problem-solving skills to resolve conflicts related to instruction, classroom management, and parent communication 
· Developed excellent interpersonal skills by interacting with staff, parents, and students in a complex work environment
          SPecial Education Teaching assistant
    BCSSd, Burlington, NJ 
   september 2013 – March 2015
· Job description available upon request
Education
rutgers university, camden, nj, 
Secondary Ed. Teaching Certificate
GPA – 3.2, National Education Honors Society
ursinus college, collegeville, pa
B.a. english and communications 
GPA – 3.0, Varsity Lacrosse, Omega Chi, Chairman of Community Service, Study Abroad Program
REFERENCES
Available upon request



