
Kate Murphy

Professional Experience
Lawall-Philadelphia, PA										4/2018-Present
Administrative Assistant/HR Support
· Provide administrative support to the Director of Operations requiring high levels of confidentiality, accuracy, organization and flexibility. Position is responsible for maintaining/planning the calendar for the Director of Operations and department Supervisors. Management of the day-to-day operations.
· Schedules and participates in the interview process which includes carefully selecting resumes for various positions throughout the company, checking potential employee’s references and backgrounds, scheduling drug screening and on-boarding of new employees.
· Lead recruitment for potential candidates which includes traveling to career fairs and to conduct on-site pre-interviews, resume building seminars for students and guest lecturing.
· Managing all employees leaves, LOA and FMLA and Workers Compensation
· Assists with the management of comprehensive benefits program
· Point person on the hiring and implementation of a Learning Management System for 250 employees.
· Created new cell phone policy, employee evaluations, reference questions and interview checklists
· Provide monthly report to Director of Operations detailing the events of the previous month.
Bristol Township Municipal Complex － Bristol, PA						9/2012 – 3/2018
Human Resources Associate (2015 – 2018)
· Provide administrative support to the HR Director requiring high levels of confidentiality, accuracy, organization and flexibility. 
· Managed Workers’ Compensation for employee’s injuries including Police and Fire Departments.
· Creation of new employee packets.
· Attended interviews, evaluations and discipline meetings.
· Evaluated health benefit plans and served as liaison to external brokers.
· Managing all employees leaves, LOA and FMLA and Workers Compensation
· Served as primary liaison for employee questions and concerns.
Township Secretary/ Confidential Secretary to Township Manager (2012 – 2015)
· Provide administrative support to the Township Manager requiring high levels of confidentiality, accuracy, organization and flexibility. Position is responsible for maintaining/planning the calendar for the Director of Operations and department Supervisors. Management of the day-to-day operations.
· Liaison with department heads, employees, vendors and residents to Township Manager.
· Prepared Manager with agendas, itineraries, travel arrangements and other pertinent materials for meetings.
· Proofread and edited memos, presentations, agreements and contracts.
· Conducted research and compiled background information for meetings.
· Managed insurance claims for Township property including vehicles and streetlights.
· Assisted finance team; created and submitted purchase orders.
· Prepared Council Meeting Agenda and packets for Council Members, Attorneys and Township Engineer.
· Created Week Ending Packets.
· Attended monthly Council Meetings.
· Drafted minutes, ordinances and resolutions.

Education 
Bucks County Community College － Newtown, PA						
Associate of Arts: Communication 
University of Georgia- Athens, Georgia
Bachelor’s: Public Relations

Skills
Microsoft Office Suite	 Orientation & Onboarding			Training & Development
FMLA/ADA/EEO/WC		       Performance Management			Dispute Resolution
H Policies and Procedures	      Staff Recruitment & Retention			Organizational Development
Benefit Administration   	      Project Management			Detailed Orientated 
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Activities and Honors
Member, Red Cross Education Programs
Volunteer, Philadelphia Animal Rescue


