Kahlais Harris
Trooper, PA 19403
kahlais.harris@gmail.com
610-564-1965

A Human Resources Master’s Degree impending with training in employee benefits, full life cycle recruitment, administration, compliance tracking, transaction processing, vacation/ sick time auditing and financial auditing.
Work Experience
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Hostess/ Coordinator
Founding Farmers- King of Prussia, PA.                                         Mar 2019 to Present

· Seating guests according to an electronic table outline
· Resetting and helping to customize tables
· Preparing for parties and large events
· [bookmark: _GoBack]Ensuring entire atmosphere is electronically updated and monitored at all times


Human Resources Admin (Shared Services) 
Allied Universal Corp - Conshohocken, PA                                   Oct 2016 to Feb 2019 

• Utilize ETS systems such as Win team, ADP, Workforce, Pay at work and Courier to  
  process new hires, wage changes, promotions, transfers, compliance tracking, merit 
  increases, vacation payouts/ mapping, name changes, compliance tracking, and 
  disciplinary actions.
• Collaborated with other departments to help efforts of merging Allied Barton and   
 Universal Services of America into one multibillion dollar company. 
· Facilitate internal employee relations processes for over 150,000 employees across 2 countries- including vacation mapping, salary distribution, and location transfers
· Communicate with executive level managers via courier to facilitate human resources  
  processes, lead training efforts for submitting personnel action notices, payroll 
  discrepancies, and general inquiries. 
• Manage all human resources wage efforts via ADP for all districts in Canada. 
• Facilitate and scribe for team meetings, trainings, and mentoring 


Professional Technical Recruiter 
Tech USA - Philadelphia, PA                                                          Jan 2016 to Nov 2016 

• Work closely and cross-functionally with hiring managers to: assess recruiting needs, 
  understand job requirements, and develop job descriptions for each position; and   
  tailor/refine recruitment process as- needed.
• Build pipelines of qualified, high-caliber candidates using creative and effective 
  sourcing strategies and conduct reference checks. 
• Source, screen and evaluate candidates' backgrounds. 
• Engage, contact, and manage candidate experience throughout recruitment process.
• Schedule and coordinate interviews with hiring team and candidates.
• Cold call, screen, and qualify potential candidates then manage interview processes.

Employee Benefits Specialist 
Trion - King of Prussia, PA                                                            Oct 2015 to Jan 2016 

• Medical, Dental, and Vision insurance analysis and interpretation for over 50  
  companies. 
• Enrolled employees into benefits based on plan guidelines.
• Acted as liaison between carriers and employees.
• Determined eligibility for 401ks, family life insurance, and other benefits. • Handled all   
  general administrative requirements. 

Administrative Assistant 
Centurion Asset Management - Plymouth Meeting, PA              June 2015 to Oct 2015 

• Monitored compliance and auditing requirements continuously.
• Coordinated Website renovations and changes.
• Data entry, organizing, updating, and filing of client portfolios. 
• Data entry and outgoing mail labeling. 

Loan Officer 
PHEAA - State College, PA                                                           Aug 2013 to May 2015
  
• Medical Counseled loan holders on most beneficial payment plans.
• Processed deferments, forbearances, and direct debit requests.
• Analyzed master promissory notes in relation to current status in education system. 
• Coding between multiple processing pages and corresponding requests. 


Marketing Representative 
Optimum Marketing LLC - State College, PA                                             2012 to 2013 
 
• Contacted existing members of Laithwaites wine club for running promotions.
• Full life cycle recruitment.
• Addressed customer questions and complaints over the phone.
• Collected electronic payment information for purchases and profile updates. 
• Achieved highest sales gross margin in office. 


Education 
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Masters of Sciences in Human Resources Management 
Wilmington University- Wilmington, DE                                                  2018 to present

Bachelors of Science in Human Resources 
Pennsylvania's State University- Main Campus                                        2011 to 2015

Additional Information and  skills[image: page2image3736160]

· Software and Systems: Boolean search, Bullhorn CTS and ATS, Smart Search CTS, Knowledgebase, HERA, CRM systems, Win team, Courier, Ehub, ADP, Pay at Work (all 3 years+)
· Recruitment (4 years)
· Boolean Search (2 years)
· Auditing- vacation, sick time, pto, and other comps (3 years)
· Staff recruitment and retention as well as conflict resolution and leadership among a team. 
· Full life recruitment cycle experience with 100% retention rate
· Critical, organizational, and analytical thinking.
· Excellent verbal and interpersonal communication with customer service emphasis. 
· Multi-tasking. Utilizing numerous resources simultaneously to complete projects.
· Administrating compliance regulations for auditing. 
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