Amzi A. Jiwanmall                							amzi.jiwanmall@gmail.com

1123 Hower Lane | Philadelphia | PA | 19115 | tel: 267.255.1523

EDUCATION:    TEMPLE UNIVERSITY, Fox School of Business, Philadelphia, PA
   		   Bachelor of Business Administration, Graduation: July 2016
                             Major: Human Resource Management
EXPERIENCE:   
  
	SALVATION ARMY KROC CENTER, Philadelphia, PA			         	July 2017 – Present
	Human Resources Assistant	
· Post job openings on iCIMS, schedule/interview applicants and recommend candidates to the hiring manager
· Participate in internal recruitment events such as the Kroc Center’s Open House, as well as external job fairs
· Prepare new hire paperwork, administer 30/60/90 day reviews and enter disciplinary actions into Ceridian
· Conduct new employee orientation and onboarding and track employee trainings, certifications, and clearances
· Maintain personnel files, administer exit interviews as well as offer, declination, and termination letters
· [bookmark: _GoBack]Coordinate special events and morale boosting programs including monthly employee birthday celebrations, work anniversaries, Five Shields Program, Employee of the Month, Employee Picnic, Talent Show and Christmas party

MAURICE H. KORNBERG SCHOOL OF DENTISTRY, Phila., PA   		August 2015 – September 2016 
Administrative Assistant, Office of Academic Affairs 
· Fielded and transferred incoming calls on a multi-line telephone 
· Created spreadsheets, analyzed and sorted data using Microsoft Excel  
· Proofread letters, drafted emails, and provided administrative support for multiple supervisors
· Generated, edited, and posted exams online using ExamSoft 

AMERICAN RED CROSS, Philadelphia, PA              		          		  May 2015 – August 2015
Human Resources Intern 	
· Filed confidential documents and routinely used standard office equipment
· Conducted monthly lunch & learns, attended HR meetings and recorded meeting minutes 
· Audited the time sheets and attendance of employees and produced monthly time reports 
· Researched special HR topics and created PowerPoint presentations for Senior HR Advisers 

CVS PHARMACY, Huntingdon Valley, PA        		         		 August 2014 – August 2015
     	Pharmaceutical Technician
· Assisted with the preparation of medications and managed the pickup, drop off, and drive-thru stations
· Accessed, inputted, and retrieved confidential information using the pharmacy computer system
· Maintained inventory by placing and expediting orders, and removing any outdated drugs
· Contacted customers to update them on prescription status 

ABERCROMBIE & FITCH CO., Willow Grove, PA       	         		 August 2011 – May 2015
   	Sales Associate
· Addressed customer questions and concerns while on the sales floor and over the phone
· Informed customers of the newest promotions and met sales goals
· Recruited candidates on college campuses and trained new employees when needed

SKILLS:
· Microsoft Office – Word, PowerPoint, Excel
· HRIS – Ceridian 
· ATS – iCIMS 

CLEARANCES:
· FBI Clearance, NBI, and State Police
· Child Abuse Clearance
· Mandated Reporter Training Certificate
