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SUMMARY 
Result-focused Human Resource professional with a strong knowledge of office administration and common Human Resource operations. Knowledgeable in recruiting, hiring and training. Highly skill in organization, time management and confidentiality. Known for having a deep understanding of customer service and file management.

CORE QUALIFICATIONS
• Recruitment/Hiring/Training	• Applying Ethical Standard	• Supervisory Skills
• Interviewing	• Practice Due Diligence	• Record Maintenance 
• Coaching/Performance Feedback	• Staff Scheduling	• Conflict Resolution Acuity
• Compliance and Regulations 	• Problem Solving	• Decision-Making
• MS Word/Excel/PowerPoint 	• Front/Back office Operations 	• Report Generation 

PROFESSIONAL EXPERIENCE
Bank of America, Kennett Square, PA 	08/2017 - Present
Relationship Banker		 
· Manage risk in every business, product and service transaction in leveraging available tools.
· Collaborate with the compliance department to eliminate procedural errors.
· Enhance the operational risk application to capture regulatory findings from agencies such as SEC and OCC.
· Meet clients’ needs by partnering with the appropriate mortgage, business and Merrill Lynch Specialist.
· Answer customer inquiries on banking products, including checking, saving, loan and lines of credit.
International House Philadelphia, Philadelphia, PA 	12/2014 – 07/2017
Front Desk Coordinator - Admissions Department	
· Recruited, hired, and trained front desk staff, supervising up to 10-12 staff per quarter
· Trained front desk staff on correct procedures, compliance requirements and performance strategies.
· Held quarterly meeting with meeting with staff to answer questions, resolve issues and keep staff informed of changes.
· Prepared weekly staff schedules for 10-12 team members.
· Supervised front desk operations to ensure staff productivity and operational efficiency.
· Managed the front desk, which house 300 international students. 
· Served as administrative liaison with residents, staff, vendors and other key department constituency.
· Updated student resident records through student housing database and prepared monthly reports.
Vision Works, Bala Cynwyd, PA 	
Third Key/ Optical Consultant	04/2014 – 12/2014
· Supervised the operation of the front office to ensure timely patient check-in and checkout.
· Managed payroll report, prepared and submitted daily sales and reported to corporate office.
· Performed opening and closing procedures, bank deposits, insurance billing, manage sales and payroll reports.
· Supervised and addressed associate’s performance issues or customer satisfaction. 
Posh Styles, Philadelphia, PA 	09/2010 – 06/2013
Owner/ Operational Manager 
· Created business plan, mission statement and vision.
· Owned and managed the daily operations of a retail business, including the purchasing and marketing various women-ware.
· Created advertising campaign, fliers, and brochures to generate new customers from 0 to 10 new customers a month.
· Coordinated marketing efforts for special events such as festivals, home shows, and fundraisers.
· Developed attractive visual display concepts to increase customer foot traffic and increase new business.

Harrah’s Entertainment, Chester, PA 	08/2011 – 06/2012
Slot Attendant	 
· Recognized by managers for delivering a memorable experience to all guest, handled complaints courteously and professionally.
· Supervised the payment of cash or the handing out of vouchers to properly account for the distribution of monetary transactions.

EDUCATION  
Thomas Jefferson University, Philadelphia, PA, BS in Human Resource Management, anticipate graduation Community College of Philadelphia, Philadelphia, PA, Associate in Business, 06/2017

