Virginia L. Thress, MBA, aPHR
11820 Brandon Road · Philadelphia, PA 19154 · 267.439.1297 
  virginialynnthress@gmail.com


QUALIFICATIONS
• HRCI certified, organized and goal-oriented; Problem-solver; Able to listen to complex issues and provide suggestions for improvements; excellent verbal and written communication skills

PROFESSIONAL EXPERIENCE
UGI Energy Services, Wyomissing, PA					             June 2018 – Present
Human Resources Coordinator
· Support recruiting efforts by attending career fairs, posting jobs, gathering resumes, tracking candidates, and scheduling interviews.
· Support other members of the HR team with reporting requests and audits.
· Create and distribute company announcements
· Monitor and manage social media accounts
· Maintain and edit content on the company career page and mobile application
· Train employees on use of the mobile app, use of ADP, Success Factors, and other software programs
· Closely monitor performance review progress and send notice of upcoming and late reviews
· Create learning videos in effort to create a training library
· Support the creation of the company’s monthly newsletter
· Manage the company organization chart and phone directory
· Create monthly reporting for management on reviews, overtime, and time off usage
· Generate gross wage and OSHA reports on a bi-weekly basis
· Support other members of the HR team with various projects
· Provide backup for general office support

Alvernia University, Reading, PA                                                                          August 2017 – August 2018
Educational Technology Graduate Assistant					      
· Assist with developing, producing, and distributing audio/video/graphic content for faculty, staff, and students
· Oversee the Media Suite technologies including inventory management, reservations, troubleshooting, and maintenance
· Create and distribute instructional materials in support of campus programs
· Provide training for software programs including but not limited to Blackboard, Camtasia, Rospondus, Panopto, Turnitin, and Zoom
· Perform daily office responsibilities including database maintenance, filing and copying, answering phones, guest and vender reception, and responding to phone calls and help desk support tickets.

Paragon Consulting Group, LLC, Reading, PA		                              November 2016 – July 2017
Human Resources Coordinator
· Utilize organizational skills to sort and archive confidential paperwork in their appropriate file
· Assist the human resource manager with interviewing, recruiting, and the onboarding processes
· Update job descriptions and handbooks for numerous contractual companies
· Assist with the implementation and updating of polices
· Enter employees and their dependents into the medical, dental, and vision databases
· Ensure the necessary paperwork was completed for leave of absences
· [bookmark: _GoBack]Assist with exit interviews.
· Address employee relations issues as they arise.
· Complete required OSHA paperwork and file or post them in their appropriate location

Philadelphia Department of Recreation, Philadelphia, PA                                        June 2007 – August 2016
Camp Counselor/ After-School Counselor/ T-ball Manager/ Soccer and Hockey Coordinator	             
· Provide a safe environment for children ages 6-13 to play and learn
· Create and execute activities for children such as sports, arts and crafts, and educational games
· Tutor and provide homework help for children
· Answer phone calls and complete paperwork including registration forms, permission slips, and medical information forms

SKILLS
Proficient in Microsoft Word, Excel, Access, Outlook, and PowerPoint. Mac. proficient. Knowledgeable in several software programs including Camtasia Studio, Zoom, and Panopto, Skype for Business, ADP, Success Factors or SAP. Proficient in various learning management systems including: Blackboard Learn, Blackboard Ultra, and Canvas.

EDUCATION & ASSOCIATIONS
Alvernia University, Reading, PA 				                                                                             
B.S. Business Management and Human Resource Management
Masters of Business Administration		  	                                             August 2014 – August 2018
Berks County SHRM Chapter						               April 2016- Present
Greater Reading Young Professionals Group				           January 2018-Present
Emerging Leaders United, Reading PA		                      		             March 2018- Present
