EMILY R. SIGTERMANS
  4408 Mitchell St           Philadelphia, PA 19128            esigtermans@gmail.com              (802) 282-6998 

EDUCATION
La Salle University, Philadelphia, PA					Graduated August 2017
Bachelor of Science in Business Administration
Major: Marketing
Minor: German
Burr and Burton Academy, Manchester, VT  	 			Graduated 2013
	
PROFESSIONAL EXPERIENCE
		Data-Core Systems Inc., Philadelphia, PA
		Human Resources Generalist		  				October 2017- Present
· Manage employee health benefits for enrollment, terminations, and COBRA. Maintain records to ensure accurate billing and deductions
· Manage monthly payroll meeting and reporting
· Coordinate on-boarding formalities, orientation, and exit formalities
· [bookmark: _GoBack]Organize frequent employee relocations for consulting division
· Process employee related communication such as salary revisions, employment verifications, etc.
· Assist talent acquisition at various levels through recruiting, posting positions, screening resumes, and interviewing candidates
The Leukemia and Lymphoma Society, Philadelphia, PA
		Special Event Intern							July 2017- September 2017
· Assist with teams, recruitment, marketing materials, fundraising, and events
· Responsible for preparation of fundraising materials
· Create and manage entries in Campaign 360 system
· Manage front office, greet guests, and direct incoming phone calls
		SilcSkin Europe, Rotterdam, Netherlands				June 2016- August 2016
		Marketing Intern

· Communicate with German clients to ensure sales and tax information is clear and for any translation assistance 
· Assist with posting on all social media platforms with informative and creative data
· Organize and file expense reports on a daily basis 

WORK EXPERIENCE
		Philadelphia Zoo (T&T Camels), Animal Attendant, Philadelphia, PA	May 2017- September 2017
		Fogo de Chao, Server, Philadelphia, PA					August 2015- May 2016 
Equinox Luxury Collection Resort and Spa, Server, Manchester, VT	May 2010- August 2016

SPECIAL SKILLS 
Microsoft Office, Social Media, Outlook, WordPress, Fundraising, Customer Service, Event Planning, Time Management, Analytical, Detail-Oriented, Communication, Conflict Management, Employee Relations

EXTRACURRICULAR ACTIVITIES
Society of Human Resources (SHRM) Chapter Member					June 2018 – Present 
Chamber of Commerce Young Professionals Council Member				March 2018 – Present	
American Heart Association Passion Committee Member				January 2018 - Present
Volunteer at Face to Face Germantown							January 2017 – May 2017
Volunteer at Habitat for Humanity ReStore						January 2016 – May 2016
