Joshua Walker
Phone: 267-761-3129 E-Mail: Jmwalker221994@gmail.com 

Professional Summary 
· MBA with concentration in Human Resource Management 
· Knowledge of employment law, compensation, benefits, training and development
· Strong customer service, problem-solving, and decision-making skills 
· Demonstrated ability to work effectively in teams with internal and external customers, process information, plan, organize, and prioritize tasks. 

Experience includes:  

· Recruiting, onboarding, hiring, and prescreening
· New employee orientation
· Conducting reference checks
· Training employees
· MS Office (Word, Excel, PowerPoint, Outlook, MS Project)
· HRIS Systems 
· ADP


Education 
Keller Graduate School of Management, Fort Washington, PA     					2017
Master of Business Administration, Concentration in Human Resources Management 

DeVry University, Fort Washington, PA                                                                         		2015 
Bachelor of Science, Business Administration, Human Resource Management Specialization 

Experience 
Synergy HomeCare, Philadelphia, PA                                                                   November 2018 to Present 
Human Resources Coordinator 
· Recruit, source resumes, prescreen, interview, and make hire decisions on candidates 
· Processed applications handle new hire paperwork and onboarding process 
· Conduct criminal background checks and reference checks 
· Assign training and conduct orientation for new hires and current employees 
· Input data of employees’ records in the HRIS system 
· Conduct employee file audits to ensure employees are in compliance company policy and state regulations 
· Perform customer service to new applicants and current employees regarding employment and compliance

Top Choice Home Care, Philadelphia, PA                                                          October 2017 to November 2018                                                       Human Resources Coordinator
· Staffed open cases for clients needing homecare caregivers’ services 
· Source resumes, recruit, prescreen, interview, and hire candidates for current openings
· Handle new hire paperwork and onboarding process
· Perform new hire orientation, and manage annual training for current employees 
· Conduct home visits to sign up new clients and follow up with current clients 
· Run monthly utilization reports tracking clients’ hours for billing purposes 
· Assess treatment needs, develop, monitor, and evaluate care plans for 30 to 40 clients. 

Delta-T Group, Bryn Mawr, PA                                                                              December 2016 to March 2017                                          Recruiter  
· Made up to 20 calls per day to candidates to discuss open positions 
· Sourced resumes using job boards 
· Conducted phone screens to determine qualifications 
· Scheduled candidates for interviews with staffing coordinators and sent confirmation emails
· Remained in contact with candidates throughout interview and hiring process 
Valley Forge Casino Resort, Valley Forge, PA                                                     March 2016 to September 2016                            Human Resources Assistant (Temporary) / Intern    
· Provided administrative support to Human Resources team
· Input employee benefit data information into ADP network system 
· Filed and organized HR records, including I-9 files; copied and scanned documents 
· Assisted Employee Relations Specialist in maintaining updated employee files
· [bookmark: _Hlk535408687]Processed applications, conducted reference checks, pre-screened applicants, and scheduled interviews under supervision of Recruiting Specialist
· [bookmark: _GoBack]Supported HR Coordinator with planning and directing events, and daily HR tasks. 



