
222 E. Claremont Rd.
Philadelphia, Pa 19120
 .
1/23/19

Sir/ Madam:



	In the interest of exploring employment opportunities with your company, I have attached a copy of my resume for your review. I am seeking a full time position, where my broad skills and extensive background will be of a mutual benefit.
	
	I am a motivated, self- starting, and goal oriented person with proven abilities, as well as willingness to work and a willingness to succeed. I am highly competent in the overall management of a professional office. I have flourished in my work in the areas of administration, human resources and project management.

	 I am extremely organized, professional, efficient and proficient in most software products, with excellent communication/ customer service skills, along with the ability to multi-task. I am seeking a long term position within a company that I can learn and work my way up the corporate ladder.


	I would appreciate the opportunity to meet with you personally, so that we may discuss my skills and qualifications for your open position. Thank you for your consideration. I look forward to hearing from/ meeting with you soon.
 I can be reached at 267.231.9053.

Sincerely,


Mia M. Graves















Mia M. Graves
222 E. Claremont Rd.
Philadelphia, PA 19120 
Telephone 267-231-9053 
mia.graves215@gmail.com 


Objective
To obtain a position as an active employee, involving responsibility, use of interpersonal skills, while working independently or with others for the advancement of the company. 

Summary of Qualifications
Basic Concepts of Microsoft Word* Microsoft Office* Data Entry* Power Point*Windows
XP*Alphanumeric Filing*Multi-line Telephones*Faxing* General Office Equipment*People Soft* Microsoft Outlook*Microsoft Excel* Scanning*

Professional Experience
03/2017- 01/2019  	Kelly  Services								Philadelphia, PA
Substitute Teacher: Responsibilities included providing instruction and managing the learning environment, planning and designing teaching curriculum, coordinating with the teaching staff and preparing materials within the Philadelphia School District, grades K thru 12.

09/2017- 1/2018    	Broomall Presby Life					                                 Broomall, PA 
Human Resources Administrative Assistant: Responsibilities include recruiting and staffing logistics; performance management and improvement tracking systems; employee orientation, development, and training logistics and record keeping; assisting with employee relations; company-wide committee facilitation and participation; company employee communication; compensation and benefits administration and record keeping; employee safety, wellness and health reporting and employee services; maintaining employee files and the HR filing system; assisting with the day-to-day efficient operation of the HR office.
			
03/2008 -05/2016   Northwestern Human Services  							Philadelphia, PA
Receptionist: Responsibilities included acknowledging and greeting staff upon arrival, registered visitors on sign in sheet, coordinated with departments for consultant availability, provided information regarding facility, answered telephone and forwarded calls to concerned departments and maintained a clean and sanitized waiting area.

Human Resources File Clerk: Responsibilities included maintaining and updating files, the use of HRIS systems to verify and update employee records, filing, sorting and scanning documents, and special assignments involving employee records, new hire orientation records, verifying background information and fulfilling requests for files.

Therapeutic Support Specialist:  Responsibilities included 1:1 behavioral interventions according to an outlined treatment plan, documentation of behaviors collaborated with school personnel and other service providers to provide therapeutic support services, duties performed for autistic and other special needs children.

Executive Administrative Assistant: Responsibilities included answering phone calls, monitoring office supplies, producing reports, scanning of documents, dictation and minutes, scheduling meetings, develop and carry out an efficient documentation and filing system, and acted as point of contact for internal/external clients and employees.

03/2005- 3/2010    Comfortable Care			     	                                     	 Philadelphia, PA
Administrative Assistant : Responsibilities included maintaining and updating across database, answering multi- line phones, columnist for internal and external communication purposes, event planning, inventory, promotional items, preparing business card orders, trained department new hires; performed administrative duties and research assignments as assigned.




Education

01/2016 to 12/2019	Wilmington University 							Wilmington, DE
			Masters of Human Resource Management                       			Degree Awarded

09/2012 to 8/2014	Wilmington University  							Wilmington, DE
			General Studies								Degree Awarded

09/2003 to 12/2008 	Temple University 							Philadelphia, PA
		 	Journalism/Public Relations/ Communications              		 	 121 Credits

09/1999 to 6/2002 	Germantown Lankenau High School 					Philadelphia, PA
              Business/ Academic Curriculum          			   	              Diploma Awarded












































