Amanda Burke     
8520 Ferndale Street; Philadelphia, PA 19111
(215) 983-1519; Aburke1995@yahoo.com
linkedin.com/in/amandaburke23
 
OBJECTIVE
Exceptionally hard-working individual seeking a position in the field of management with a concentration in human resources.
   
EDUCATION
Gwynedd Mercy University, Gwynedd Valley, PA
Bachelor of Science in Management, May 2017
· GPA 3.71, Dean’s List
Master of Business Administration, May 2018
· GPA 3.94

HUMAN RESOURCE EXPERIENCE
Preferred Home Health Care & Nursing Services, Bala Cynwyd, PA
HR Specialist, August 2018- Present 
· Screens applicant’s resumes (RNs, LPNs, CNAs) and schedules them for interviews
· Inputs applicant information in HALO and conducts interviews 
· Maintains close relationship with applicants for on-boarding
· Conducts new employee orientation
· Runs weekly compliance for active employees
· Works with nursing educator to schedule employees for annual competencies
· [bookmark: _GoBack]Attends job fairs as a representative for the company 

The Renfrew Center, Philadelphia, PA
Payroll Coordinator, February 2018- August 2018
· Processed weekly payroll for all sites using UltiPro
· Worked closely with managers to ensure timely and accurate input of employee time and attendance
· Communicated directly with HR to ensure employee records are complete prior to payroll processing
· Completed employment verifications and unemployment compensations
· Ran various audits including employee restrictive covenants  

CareGivers America, Lansdale, PA
Administrative Assistant, July 2017- August 2018 
· Conducted new employee orientation
· Ran background checks on new hires
· Approved employee payroll on AppointMate
· Audited Form I-9
· Completed various administrative work (filing, scanning, copying)

ADDITIONAL EXPERIENCE
Cancer Treatment Centers of America, Philadelphia, PA
Operational Excellence Intern, July 2016- October 2016
· Implemented an improved TAT from patient order time to delivery time
· Participated in reviewing the Balanced Scorecard for various departments 
· Assisted in department problem solving
· Observed the functions of different departments (Infusion, Laboratory, Pharmacy) 

HONORS/ AWARDS
Sigma Beta Delta International Honor Society for Business Management and Administration
Member, March 2016- May 2018
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