Jennifer Rose Shapley
2204 Hoffnagle Street #1
Philadelphia, PA 19152 
Shapleyjennifer@gmail.com									267-650-8480
EDUCATION
[bookmark: _GoBack]The Pennsylvania State University	University Park, PA
Bachelor of Science in Health Policy and Administration	May 2016
Dean’s List recognition 

EXPERIENCE
Mikros Systems	Fort Washington, PA
Executive Assistant 	November 2016 – Present
· Manage front office; greet visitors, answer main phone line/direct calls/take messages for employees
· Organize travel arrangements; book flights/hotels/rentals at government per diem with itineraries 
· Maintain office inventory; purchase various supplies and keep stock of necessary inventory 
· Calendar management; vacation requests, schedule meetings with multiple conference lines 
· Organize quarterly board meetings; coordinate meetings and prepare presentations in PowerPoint
· Handle internal/customer orders; track purchasing log, complete requisitions/receiving reports of items
· Manage petty cash; budget finances and track multiple receipts using an Excel spreadsheet
· Complete miscellaneous/travel expense reports in Excel; track receipts/ensure numbers are accurate 

PeopleShare	Horsham, PA
Recruiting coordinator	June 2016 – November 2016
· Managed front desk responsibilities; answer multi line phones, greet candidates, assist with the online application process 
· Worked daily with Excel (data input) and managed Outlook calendars for all recruiters
· Completed and submitted legal documentation such as I9 and W4 forms for tax purposes 
· Performed background checks/completed payroll records for approximately 50 candidates weekly; focusing on accuracy of account numbers by checking and confirming they are properly imported 
· Responsible for sourcing, prescreening and scheduling potential candidates for interview
· Administrative tasks; scanned unemployment/child custody forms, filed candidate paperwork
· Hired/terminated candidates; according to performance/PeopleShare’s policy of hiring requirements

Abington Hospital Jefferson Health	Abington, PA
Human Resources Intern 	May – July 2015
· Performed full time human resource tasks; proofed, edited, and updated two hundred job descriptions in three months to prepare for implementation of automated performance management system
· Created excel based organizational charts; hyperlinked organizational hierarchy to job descriptions
· Assisted customer support in HR service center; organized new employee brochures and handbooks, answered phone calls, routed inquiries and provided answers to human resource related questions
· Prepared new hire paperwork; completed mandatory documents of employees to be alphabetized 

Philly Pretzel Factory	Philadelphia, PA
Cashier/Counter Clerk	July 2013 –July 2015
· Provided friendly customer service; served more than 75 customers daily
· Gained management skills; coordinated front-end processes between checkout and bakery
· Communicated effectively with customers to solve various concerns or complaints of the products
· Promoted to trainer position; provided high quality training to five new employees 
