Anthony Coluccio
21 Britt Lea Drive

Sicklerville, NJ 08081

856-217-9570

anthonycoluccio4@gmail.com
Education
Mount Saint Mary’s College, Emmitsburg, MD 21727


May 1993, Bachelor of Science, Major:  Business and Finance

Experience
Salem Medical Center, Salem, NJ 



February 2019 to present

· HR Generalist

· Creating and administering Disciplinary Reports

· Creating/updating new hire packets and benefits process

· Assist with payroll in KRONOS for approx. 400 full time employees

· Administer on-boarding process for benefits 

· Electronic and paper filing of confidential documents

· Work seamlessly with all levels of employees

· FMLA, LOA, WC documentation – initial, follow up, and return to work

Camuto Group, Westampton, NJ 



April 2016 to February 2019
· HR Generalist

· Handle payroll and time and attendance for 60-100 temp employees

· Assist with payroll in ADP Workforce now for 140-150 full time employees

· Creating and administering Disciplinary Reports

· Creating/updating new hire packets and benefits process
· Administer entire on-boarding process and benefits process
· Electronic and paper filing of confidential documents

· Create weekly, monthly, and yearly company reports

· Reduce paperwork to streamline processes

· Work seamlessly with all levels of employees

· FMLA, LOA, WC documentation – initial, follow up, and return to work
GSTi Consulting, Haddonfield, NJ 08033

April 2015 to November 2015

· Technical Recruiter

· High volume recruitment for major pharmaceutical, health, and retail customers

· Sourced candidates from various electronic databases, spreadsheets, and social media

· Researched and contacted individuals who met client requirements
· Conducted preliminary phone interview with individual to gauge compatibility

· Submit necessary paperwork to client and arrange interview

· Follow up to ensure hiring process goes according to customer specifications

The Home Depot, Washington Township, NJ 08081

June 2014 to April 2015

· Merchandising Execution Team

· Worked overnight to re-set store shelving and product to Corporate specs (planogram) 

· Responsible for completing re-sets both as an individual and working on a team

Camden City Board of Education, Camden, NJ 08102

January 2007 to October 2013

· Employment Certification Specialist

· Full lifecycle recruiting for all levels of positions – on-line applicant tracking system, internet, newspapers, internal and external job fairs, and on campus college recruiting
· High volume recruitment for open District positions – entry level to executive administration
· Facilitated pre-hire and new hire orientation

· Review all applications in applicant tracking system (AppliTrak)

· Worked on labor issues between four labor unions, the District, and Human Resources

· Counseled District and employees on promotions, transfers, terminations, and bumping rights

· Maintained Human Resources and personnel records (paper and electronic)

· Managed the HRIS system (SMARTS) open position process flow and input payroll information

· Coordinated Provisional Teacher Program with the NJDOE for 75-100 teachers per year

· Determined job classification and salary compensation for new hires, transfers, and promotions

· Maintained a high level of professionalism, courtesy, compassion, and confidentiality at all times

· Worked with management and employees going on/returning from leaves (FMLA/FLA/LOA/WC)

· Responsible for all teacher and administration certification for the entire District

New Jersey Department of Education, Trenton, NJ 08625

November 2004 to December 2006

· Educational Planner
· Trained on reading and interpreting the entire New Jersey Licensing Code

· Reviewed applicant paperwork and determining their eligibility for NJDOE licensure

· Corresponded with applicants and advised them on their application status

· Conducted follow up application reviews due to additional or revised information from applicant
· Interacted with other NJDOE offices and with NJDOE County offices on applicant status

· Worked with outside vendors to ensure receipt of accurate information towards licensure

BDP International, Inc., Philadelphia, PA 19106

March 2003 to November 2004

· Senior Logistics Coordinator

· Supervised individuals in two different locations

· Arranged and conducted new employee training

· Responsible for processing multiple international orders

· Routinely interacted with customers on questions or concerns as they arose
· Worked constantly on process flow additions and subtractions

· Maintained Accounts Payable and Accounts Receivable

References
Dr. Robert Higgins

100 Riverview Plaza

P.O. Box 500

Trenton, NJ 08625

609-292-2070

robert.higgins@doe.state.nj.us
Dr. Higgins is the Director of the Office of Licensure and Credentials at the NJDOE.

Rani Singh

100 Riverview Plaza

P.O. Box 500

Trenton, NJ 08625

609-292-2070

rani.singh@doe.state.nj.us
Ms. Singh is the Supervisor of the Office of Licensure and Credentials at the NJDOE.

Jim Wark

24 Tanner Street

Haddonfield, NJ 08033

215-989-9900

jim.wark@gstiusa.com
Mr. Wark is the Vice President of Operations at GSTi Consulting.

Mrs. Andrea Gonzalez-Kirwin

4322 North 5th Street

Philadelphia, PA 19140

215-455-1300

akirwin@aspirapa.org
Mrs. Gonzalez-Kirwin was an Assistant Superintendent with Camden City Public Schools.

