Stela Foran
2813 Route 73 South, Maple Shade, NJ
stelaforan@gmail.com + (609) 635-3617

[bookmark: _GoBack]OBJECTIVE: Creative, resourceful, and motivated Political Science graduate with 4 years of work experience in quality control, managerial assistance and background verifications is looking to leverage human resources skills as an HR Coordinator at Cora Services, Inc. in Philadelphia, PA.
EDUCATION: 
· Master's Degree Program, “European Integration": 3.90 GPA & 45/45credits
           (South-West University of Bulgaria: 03/2014-05/2015). Attempted.
· Bachelor of Science, Political science/European studies: 4.00 GPA & 230/230 credits
	(South-West University of Bulgaria: 09/2009 – 02/2014)
· Student Exchange Program by European Erasmus Program
	(Vilnius University in Lithuania: 02/2012 - 07/2012)

WORK EXPERIENCE:
· Human Resources Researcher – Vertical Screen in Mount Laurel, NJ – 04/2018-current
· Background verifications on applicants for employment purposes (education and employment history; reference interviews); Make over 100 phones calls a day
· Mastered research process via calls, fax, e-mail, internet & online database searches
· Assistant Manager – Clean Sweep in New Hope, PA – 02/2016-02/2018
Promoted assistant within 6 months, training and scheduling of staff. Assigning and assessing projects to personnel; Gained new customers via strategic planning
· Resource Control Agent – Hewlett Packard in Sofia, Bulgaria – 09/2014 - 11/2015
 - Logistics maintenance and coordination of time-critical repairs by resource control management of HP engineers and equipment; training new hires on the floor; 
 -  Handling customer service requests; multitasking with minimal supervision; meeting deadlines, working under pressure in a fast-paced environment

SKILLS AND LANGUAGES: 
· Microsoft Office, Acrobat Reader DC, Internet, Content Marketing 
· Fluent in English and Bulgarian; Understand Macedonian and Russian.
· Communication, customer service, documentation, analytical thinking, problem-solving
· Coordination, time-management, organizational skills, detail-oriented, administrative, multitasking, leadership, telephone skills, background research
 
INTERNSHIPS: 

· Municipal court in  Lambertville, NJ – 02/2018-04/2018
             Administrative assistance to court’s clerks
· Foreign Volunteers Coordinator – Alternativi International NGO in Blagoevgrad,   Bulgaria – 03/2013- 05/2013.





