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Summary
	
	

	
	Administrative support IT industry, Accounting support, Human Resource recruiting support, Human resource new-hire support, Customer service. 


Computer Skills
	
	

	
	Proficient in Microsoft Word, 
 Excel spreadsheets with tables
 Data Entry
Applicant tracking software


Experience

	
	

	January 2019-Present


May 2016-Present




November 2015April 2016








	HR Intern, JEVS Human Services PT
· Resume sourcing using candidate tracking software.  Initial phone screening, administer risk assessment testing. Schedule interview. Process new-hire paperwork.

Administrative Assistant, Partnership for Community Supports
· Provide daily administrative support to the primary Service Coordination team, Supervisors and Unit manager for Early Intervention.  Maintaining confidential files for our client base in accordance with HIPPA standards.  Provide Human Resource assistance, setting up interview appointment for potential new hires.

Administrative Assistant, Mastery Charter Schools of Philadelphia and Camden
· Working closely with the Executive Assistant to maintain the daily operations of the district office.  Daily responsibilities are answering phones, greeting guest, and maintaining overall appearance of the central office facilities.  Working closely with the building engineer to see that all issues that arise are addressed in a timely fashion.  Ordering supplies, maintaining copy machines and coordinating off—site functions.  Work on special project assignments as needed. 

	
	

	
	



Education
	
	

	December 2018
May 2016
	BS Degree Human Resources Peirce College, Philadelphia
AA Degree Business Administration  Community College of Philadelphia
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