Erica J. Keselman
25 West Bellwood Drive ● Holland, Pennsylvania 18966 ● 215-667-3341 ● ekes16@gmail.com

OBJECTIVE

Seeking a position in Human Resources Management that will benefit from my knowledge and experience in human resources, as well as my organizational, leadership, and communication skills. A creative problem solver with a strong sense of team and excellent interpersonal human behavioral skills. Proven and well-rounded HR professional with experience including but not limited to: talent acquisition, payroll, benefits, employee relations, employment law, compliance, retention, and HRIS.

TECHNICAL, PROFESSIONAL, & PERSONAL SKILLS

· Strong experience with Microsoft Office Suite, PC, SPSS, proprietary and third party software.
· Experience with Human Capital Management Systems including but not limited to: AIRS, NACElink, Career Builder, Taleo, PeopleSoft, ADP, E-Verify, Citrix, E-Time Enterprise, and SAP.
· Experience in recruiting, hiring, and interviewing.
· Experience interacting with unions and collective bargaining units.
· Experience with human resources/business proprietary systems and processes.
· Deep understanding of Employment Law, including but not limited to Title VII.
· Strong interpersonal, critical thinking, and negotiation skills. 
· Strong experience of effectively interacting with all levels of employees, management, and corporate professional staff.
· Functional in speaking, reading, and writing Russian and competent in French.
· Familiarity and experience with social media.
· Ability to effectively create and edit presentations, and facilitate open discussion.

WORK EXPERIENCE

SPIN, Inc.— HR Business Partner— Philadelphia, PA				           September 2018— July 2019
· Develop and maintain strong relationships with managers and employees; ensure seamless support in all areas of Human Resources; align business objectives with employees and management in designated business unit(s) and conduct/attend meetings to ensure effective communication; act as change agent to organization.
· Identify and source “top talent” for open positions through passive and active sources including job postings, networking, job fairs, referrals, and internet research; lead talent acquisition for business unit.
· Analyze industry trends in human capital management and organizational data metrics to develop customized solutions and HR programs and take lead on workforce planning.
· Utilize HRIS to inform, analyze and support all business functions through reporting, data management, and other updates, as needed; process changes to employee records in HRIS system, e-files and paper files; provide support for HRIS including, but not limited to, researching and resolving data or system problems; perform scheduled activities; recommend solutions or alternate methods to meet requirements.
· In conjunction with senior HR management, work to resolve employee relations issues; conduct effective, thorough and objective investigations; provide day-to -day HR guidance to line management (e.g., policy implementation, career development, disciplinary actions); provide representation at unemployment hearings.
· Maintain in-depth knowledge of legal requirements to reduce legal risks and ensure regulatory compliance; responsible for credentialing all new employee files to ensure 100% compliance with State and Federal regulations. 
· Assisted with design and implementation of comprehensive employee pay plan and participated in budget meetings
· Work with Benefits team to ensure excellent communication and education of staff in all benefits plans, including wellness program and facilitating open enrollment for respective business unit.

SPIN, Inc.— Employee Services (HR) Specialist — Philadelphia, PA  	     January 2016—September 2018 
· Managed and tracked compliance for specific SPIN business units; attend/facilitate state licensure for respective business lines when needed; worked with business lines to ensure proper compliance at all times.
· Interpreted collective bargaining agreement policy to facilitate hearings (grievances) for misuse of employee attendance and leave time.
· Created and sent disciplinary action to employees for misuse of policies; understood and conveyed HR policies and procedures to employees; coached management on administration of disciplinary action.
· Processed unemployment claims and represented company in unemployment hearings.
· Implemented exit interview process in the company with employees who resigned; reviewed and analyzed data.
· Processed Workers’ Compensation claims; attended Workers’ Compensation Trust meetings when needed. 
· Facilitated employee recognition events on a regular basis; worked with senior management including Executive Director and CEO to facilitate events.
· Managed and inputted data including reporting utilizing HRIS i.e. ADP Workforce Now.
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PowerBack Rehabilitation by Genesis Healthcare— Staffing Manager—Philadelphia, PA July 2014—January 2016
· Managed, maintained and evaluated the Center Labor Management Process in accordance with the Labor Management policy, center pay practices, and any collective bargaining agreements to optimize clinical, financial, and HR operating results.
· Monitored nursing department labor spend utilizing GenSTAR Scheduling and timekeeping software.
· Minimized open positions and optimized employees’ schedules by performing position control analysis with Director Of Nursing, and communicated position control results (open positions) to Administrator and Recruiting.
· Served as liaison with staff with respect to work schedules and negotiate schedules balancing center’s staffing needs, employee schedule preferences, and financial performance.
· Oriented new employees to labor management policy, procedure and supporting technology and communicated center’s expectations of employee’s role in optimizing their schedules to meet the center’s needs.
· Maintained confidentiality in regards to all employee information including but not limited to schedule preferences, rates, and payroll.
· Assisted with HR related duties such as interviewing candidates, conduction of orientation/training, and employee related issues. 

SAP America, Inc. (Yoh Contractor)—HR Associate—Newtown Square, PA                June 2013—January 2014
· Supported on-boarding and off-boarding processes, complied with SLA guidelines, and managed transition for new employees, including new hire and transfer paperwork for North America and Latin America.
· Supported recruiters, HR business partners, and talent management teams throughout global SAP locations. 
· Generated offer letters, coordinated payroll activation, and managed data entry processes, including employee promotions and transfers.
· Supported I9 auditing and verification projects.


ING Financial Partners—HR/Recruiting Intern—Philadelphia, PA                                August—December 2012 
· Responsible for talent acquisition including: recruiting candidates for Financial Adviser position at ING by calling and contacting candidates from several databases, reviewing and selecting resumes from applicants based on various job qualifications.
· Contacted colleges, attended college career fairs, and recruited candidates through career fairs. Entered career fair information into Microsoft Excel databases. 
· Responsible for maintenance of records of candidates contacted as well as those successfully recruited. 
· Participated in internship interview process.

EDUCATION

La Salle University, Philadelphia, PA
[bookmark: _GoBack]Master of Business Administration- Management Concentration         Present- Expected Graduation: Fall 2021

The College of New Jersey, Ewing, New Jersey						                  May 2013
Bachelor of Arts: Psychology Major and Human Resources Management Minor
Honors: Dean’s List (Spring 2012, Spring 2013)
Society for Human Resource Management (SHRM)


 COMMUNITY LEADERSHIP & CIVIC ENGAGEMENT

Academic Sports Academy and YMCA—Trenton, NJ						              Spring 2010 
· Participated in various physical activities in track and field with children from underprivileged neighborhoods.

Peer Institute NJ—Lawrenceville, NJ							                              May 2010
· Attended a three day program for Peer Educators from various colleges across New Jersey and was nationally certified and recognized as a Student Anti-Violence Peer Educator by Bacchus Gamma.


