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Objective:
	Upon completion of my Bachelor’s degree in Business that I obtained at Thomas Jefferson University, I majored in Human Resource Management and graduated in the fall of 2016. I would like to gain more hands on experience and pursue a career in the human resource field. In my junior year of college, I completed a six-month internship at a nursing home called New Courtland Network- Germantown Nursing Home where I developed my organizational and time management skills. I am currently working as a Human Resource Administrative Assistant at First Transit. My overall professional goal is to become a Human Resource Director at an organization. 

Education:
Jefferson-Philadelphia University
Philadelphia, PA
Bachelor of Science, October 2016
 Major: Human Resources  

Selected Courses

Human Resource Management                 Labor/Management Relation
Principles of Management                        Training and Development
Principle of Marketing                              Applied Research and Practice in HR
Germantown High School
Philadelphia, PA
High School Diploma, June 2009
Major: General Studies

Activities: Member of the JROTC in high school from 2006- 2008.
Work Experience:

HCR- Manor Care
Montgomeryville, PA
Human Resources Director
2018-Present
· Screens, interviews, and recommends qualified applicants, as directed; conducts background and reference checks. Performs post-employment and exit interviews, as necessary.
· Recommends special programs and incentives which support recruitment efforts. 
· Establishes and maintains pertinent recruitment and retention documentation.
· Consistently reviews and verifies employee’s licenses, certifications, Hepatitis B and TB records to ensure they are current; maintains appropriate records.
· Tracks completion of performance evaluations. 
· Serves as employee advocate
· . • Ensures employee personnel files are complete and employee information is kept confidential. 
· Maintains affirmative action log(s) and implements affirmative action plan. 
· Provides general orientation to new employees according to company policy ensuring all new/rehired employees are entered in the payroll system.
· Ensuring the payroll system is updated with all pay, job and personal information changes 
· Ensuring a current work schedule is maintained in the Kronos system. 
· Ensuring the Kronos system is kept up-to-date with any schedule/timekeeper changes
· Ensuring compliance with Department of Labor/Wage and Hour division regulations
First Transit Inc.
2500 Wheatsheaf Ln. Philadelphia, Pa
Human Resource Administrative Assistant
2017- 2018

Manages Employees database
· Create New Hires Profiles and submit to corporate office weekly/ via PeopleSoft
· Process FMLA Claims/ Track FMLA Compliance
· Conduct recruitment projects including Job Fairs and other recruitment processes.  Maintains EEO and other employment tracking records and statistics as needed.  Maintains applicant tracking system (eArcu).  Maintains Job Postings as directed, both internal and external.
· Maintain required documentation such as I-9
· Conducts interviews and on-boarding within company hiring standards and within state and federal compliance.  
· Conducts benefits enrollment for new employees.
· Maintains safety and HR spreadsheets and databases as required.
· Maintain employee records including but not limited to personnel, training, and Drug and Alcohol files
· Processes termination documentation.
· Orientation/ Training 
Verizon Communication Inc.
900 Race St. Philadelphia, Pa
Consultant
2016 — 2017

· Actively listen to each customer with patience and courtesy
· Use troubleshooting and problem-solving skills to come up with solutions
· Great communication skills to resolve customer’s service concerns
· Build customer relationships-earn their loyalty and trust 
Albert Einstein Health Network
5501 Old York Rd. Philadelphia, Pa
Patient Care Associate/ Trainer
 2010 — 2018
· Under the direction and supervision of a professional nurse, performing and assisting with various tasks including basic patient care, direct and indirect diagnostic and therapeutic procedures
· Performing EKG
· Performing Phlebotomy work
· Performing respiratory care
· activities, reporting pertinent changes in the patient’s condition.
· Performs delegated or other specialized functions as educationally prepare
· Train new Associate under PCA Compliance Guidelines
New Courtland Network (Germantown Nursing Home)
6970 Germantown Avenue Philadelphia, Pa
Human Resource Intern
2014 —2015
· Prepare pre-employment process for new hire which includes: producing offer letters and scheduling orientation
· Ensuring full clearance for employment which includes: preparing reference checks, drug screens, criminal background, and FBI Screening
· Knowledge of HR system including Open Hire, PeopleSoft, and Kronos
· Creating new personnel files
· Researching and collecting data for various HR initiatives
· Work with compensation and benefits
· Completed written projects and researched topics to improve organization
[bookmark: _GoBack]Skills 
· Skills — English, Microsoft Works, Microsoft Office, Microsoft Excel, Google Docs, Microsoft Publisher, Microsoft Access, Microsoft Excel, Adobe Illustrator, ADP Time Force, eArcu Applicant Tracking System, Kronos, HRIS Systems Staffing Pro and PeopleSoft
