Clara Middleton, M.S.

Wallingford, Pennsylvania 19086 | 484-735-5181| cecemiddleton9@yahoo.com

Professional Summary
Human Resource Manager. Highly experienced in onboarding, benefits management and policy development. Outstanding analytical skills that generate practical approaches to the challenges and strategic needs of diverse organizational structures.   
Education 
Wilmington University 
Master of Science degree in Business Management, Human Resource Management. 
Evergreen State College 
Bachelor of Arts degree in Human Services. 

Relevant Work Experience 
The Ministry of Caring, INC 							                             Present  
Human Resources Administrator 

Developed policy and procedures for recruitment and retention of prospective employees. Interviewed potential candidates for open positions and processed all onboarding related to new hires. Conducted all employee benefit meetings and processed benefit related paperwork. Processed all worker’s compensation claims and mutual of America pension and TDA enrollments. Employee relations. Unemployment claims and disputes. Terminations and exit interviews.  Data entry through Human Resource Paycor System. 
CSMI LLC Education Management                                                                                                     2018 - 2019
Human Resources Assistant/ File Clerk 

Entered and maintained the employee database HR Sun-Guard System. Developed a new system that organized and maintained over 1500 employee files accurately. Substantiate applicants’ skills by reading resumes and administering and scoring preemployment assessments. Maintained unparalleled customer service for all new and prospective employees. 
Other Experience 
South Carolina Department of Social Services                                                                                         2017- 2018
Human Services Specialist II/ Investigations 
Comprehensive Life Resources                                                                                                               2015 - 2016 
Human Services Counselor/Trainer
Pierce County Juvenile Court                                                                                                                   2013-2016
Behavior specialist promoted to Juvenile Case Manager 

Military Experience   
                                                                                                  
United States Navy - Weapons Specialist -Top security Clearance - Honorable Discharge November 2012 

Certifications/Awards
Phi Theta Kappa Honor Roll Society Northwest | CPS Professional Certification | Military Medals & Awards | 
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Fr. Ronald Giannone, OFM Cap. Executive Director |302-652-5523| 302-652-1919 (fax)
Marie Keefer, Deputy Director Human Resources |302-516-1081| 302-428-3655 (fax)
