


Devon Lee
Glenmoore, PA 
Devontlee@verizon.net
(610) 937-3430

SUMMARY 
Current Human Capital Development graduate student who is willing to learn and has the ability to be cross-trained in multiple departments. Skills include organization, fundraising, customer service, experience working with sensitive information and the ability to work under pressure. Able to provide employers with administrative support and professional communication skills.

EXPERIENCE
April 2019 - Present 
                           Nutrition Management Services Company | Kimberton, PA
                           Human Resources Generalist 
                           Provides HR Support to over 400 field and corporate operations personnel. Assists all hiring managers             
                           in direct sourcing, interview scheduling and other recruiting tasks. Prepare, disseminate and review 		           	                    completed new hire 	paperwork. Conduct onboarding of newly hired employees. Stays current on state   	                    and federal laws and regulations regarding compensation, benefits, harassment, discrimination, ADA 		          	                    and various other human resource-related issues.  Point of contact for benefits administration.                	                    Processes and reviews all unemployment documents and employee verifications. Processes and    		             	                    reviews workers compensation claims. Handles additional HR projects and tasks as needed. 
December 2018 – Present
		ABRAMSON SENIOR CARE | BALA-CYNWYD, PA
		Human Resources Coordinator
	Handles the HR function for the Bala-Cynwyd office, which includes, interviewing, on-boarding, and orientation of new employees. Completes employment verification, references, and background checks for assigned new hires. Creates and maintains employee files using eFileCabinet. Handles any other HR tasked assigned to Bala-Cynwyd. 

July 2018- November 2018
                           CHILDREN’S DENTAL MANAGEMENT | WEST CHESTER, PA
                            Human Resources Assistant (Contract)
Assist with the day to day operations of the HR department by providing administrative support.   Manage employee files, both soft and hard copies. Prepare HR reports, including employee status, benefits and compensation, using the Paychex system. Assisting in any other HR projects as assigned including, acquisitions, benefit administration and more.

March 2018-May 2018
                           DE NOVO HR CONSULTING | SOUTHAMPTON, PA
		Project Manager 
                                 Leads and provides expert technical leadership to highly visible, sensitive and
                        multi- faceted projects. Responsible for setting strategic direction of projects and
                        developing project plans. Provides high quality and cost effective project management, 
                        analytic support services and technical expertise for a broad array of issues
	     	  
May 2016 – January 2018
                            STERN & EISENBERG, PC. | WARRINGTON, PA
		Human Resource Assistant 
	Supports the Human Resource team with a variety of tasks including recruiting, administrative, training and development, as well as offering any other support the team needs. Mostly responsible for screening, interviewing and offering guidance to managers on new hires. 






December 2013 – March 2016
	PEAPOD | WILLOW GROVE, PA	                                                                	  
                            Shopper
Peapod personal shoppers select the grocery orders of our on-line grocery shopping and delivery customers. Working in our home shopping facilities, personal shoppers are responsible for the accurate scanning and packing of home delivery customer purchases. Moved into “dispatcher” role, which managed delivery times, drivers on the roadway, and contacting customers to discuss dates, times and any issues for grocery delivery. 

August 2015 –May 2016
	REVOLUTION ICE GARDENS | WARWICK. PA	                                                                                   
	Front Desk Representative 
Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.). Greet and welcome guests. Answer questions and address complaints. Answer all incoming calls and redirect them or keep messages. Receive letters, packages etc. and distribute them. Prepare outgoing mail by drafting correspondence, securing parcels etc. Check, sort and forward emails. Monitor office supplies and place orders when necessary. Keep updated records and files. Monitor office expenses and costs.


October 2014 –December 2014
	ARCADIA UNIVERSITY | GLENSIDE, PA	                                                                                    
	Front Desk Representative 
Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.). Greet and welcome guests. Answer questions and address complaints. Answer all incoming calls and redirect them or keep messages. Receive letters, packages etc. and distribute them. Prepare outgoing mail by drafting correspondence, securing parcels etc. Check, sort and forward emails. Monitor office supplies and place orders when necessary. Keep updated records and files. Monitor office expenses and costs.

EDUCATION 
September 2012- May 2015
	Bachelor of Arts 
	ARCADIA UNIVERSITY | GLENSIDE, PA 	                              
Major: Sociology  Minor: Womens Studies, Gender
August 2017- Present
		Master of Science 
		La Salle University | Philadelphia, PA
Major: Human Capital Development

SKILLS

Microsoft Word, Excel, Outlook, PowerPoint, CaseAware, BlackKnight, HireRight, Paychex (mypaychex & paychex flex) eFileCabinet
Fundraising, planning 
Customer Service  

CERTIFICATES
____________________________________________________________________________________________________

 2019
                Will be sitting for SHRM-CP Certificate 

