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Summary    	
Human  Resource professional with dynamic experience maintaining and updating employee benefits & compliance. Experienced in employee hiring & onboarding, licensure tracking and HR records. A dependable and organized team player who has the ability to communicate effectively. Skilled at building relationships with employees across all levels of an organization. As well as being efficient with HRIS, and benefits management. 
Experience    	
	Kelly Services | Philadelphia, PA
Substitute Teacher
2017 - 2019
	Led classroom instruction and managed the learning environment, through planning and designing teaching curriculum in coordination with other teaching staff in the Philadelphia School District, grades K thru 12.



	Broomall Presby Life | Broomall, PA
Human Resources Assistant
2017 - 2018
	Spearheaded various aspects of recruiting and staffing logistics including recruitment of candidates on-line and at events, on-boarding new employees and performance management of current employees. Accurately maintained confidential employment files and managed confidential employee matters. 

Increased efficiency in Improvement Tracking systems, training logistics and record keeping by implementing new policies and procedures. Reducing the amount of time to onboard new employees by 15% in that year. 

Assisted with improving employee relations; through facilitating a company-wide employee networking committee that raised employee participation by 20% increasing direct communication and trust with senior management.



	Northwestern Human Services | Philadelphia, PA
Receptionist
2008 - 2016
	Facilitated all aspects of front office management by advising clients on services offered, scheduling client appointments, and directing client questions and concerns to the appropriate departments. 



	Human Resources File Clerk
	Proficiently maintained and update 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, verified background information and fulfilled requests for files.



	Therapeutic Support Specialist
	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 were performed for autistic and other special needs children.



	Executive Administrative Assistant
	Effectively maintained and updated databases while answering multi- line phones, monitoring office supplies, producing reports, scanning of documents, dictation and minutes, scheduling meetings, developed and carried out an efficient documentation and filing system, and acted as point of contact for internal/external clients and employees.



	Social Security Administration | Philadelphia, PA
Legal Administrative Assistant
2008 - 2010
	Effectively maintained numerous databases, reviewed cases for accuracy by completing substantive analysis of complex cases to make benefit determinations in accordance with Social Security policies and regulations. Adhered to procedures and regulations and provided superior service.



	Comfortable Care | Philadelphia, PA
Administrative/HR Assistant
2005 - 2008
	[bookmark: _GoBack] Maintaining and updating across database, answering multi- line phones, columnist for internal and external communication purposes, event planning, inventory, placed orders for promotional items, prepared  business card orders, trained department new hires; performed administrative duties and research assignments as assigned.

	
	

	
	


Education and Training    	
Wilmington University | Wilmington, DE 
Masters of Human Resource Management 
2019
Wilmington University | Wilmington, DE 
Bachelor of Science in General Studies
2014
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