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Outgoing, detail-oriented college graduate with a strong administrative background seeks an entry level Human Resources administrative position to leverage excellent organization skills, people skills, and leadership abilities. 
EDUCATION
Rutgers University, School of Management and Labor Relations					New Brunswick, NJ
Bachelor of Science, Labor Studies and Employment Relations					2016 – 2017
HONORS:  Magna Cum Laude, Rutgers University, Spring 2017
Dean’s List, Rutgers University, Fall 2016

Camden County College									Blackwood, NJ
Associate in Science Degree, Business Administration						2014 – 2015
Dean’s List Camden County College, Summer 2015
PROFESSIONAL EXPERIENCE

ALTMAN MANAGEMENT COMPANY								Blackwood, NJ
Leasing Consultant									Sept. 2016 - Present
· Record and file telephone and in-person visits using guest cards according to procedures.
· Daily update “make ready” reports and communicate to manager.
· Provide and communicate apartment/model features and benefits to assist in prospects completing applications.
· Process applications for approvals, i.e. credit and criminal history, submit process applications to Leasing Manager for approval and follow up with applicant regarding status.
· Prepare Lease agreements for signatures upon move-in, ensure unit(s) are ready by communicating with maintenance/turn-over team for move-in. 
· Administer move-in inspections and record maintenance service requests in a timely manner.

CAMDEN COUNTY COMMUNICATIONS							Lindenwold, NJ
Public Safety Dispatcher									Jan. 2016 – April 2016
· Provide, dispatch, and communicate support service for police, fire, emergency and related services.
· Answer all incoming emergency and non-emergency calls to coordinate the response of public safety agencies.
· Collect pertinent information from callers using excellent listening and verbal communication skills.
· Determine and assign the level of priority of a call and enter into a computer-aided dispatch system (CAD).
· Translate information to appropriate codes.
· Provide emergency medical dispatch and crisis intervention services.

LOWENTHAL & ABRAHAMS, LLC								Bala Cynwyd, PA
Legal Assistant										Dec. 2015 – Jan. 2016
· Assisted in preparation of files for court proceedings.
· Requested and organized medical billing and records.
· Compiled, analyzed and tracked case documents to have them accessible to attorneys.

XEROX CORPORATION									Cherry Hill, NJ		        
Human Resource Solution Representative	 (Contract role)					Sept. 2015 – Nov. 2015
· Administered healthcare solutions and delivery of quality care to participants of clients.
· Communicated and assisted with Health & Welfare plans to new and existing participants.
· Worked as a liaison between contracted providers and employer.
· Documented all customer contacts utilizing system tools in order to track, trend, and report on provider and employee issues.
· Followed policy & procedures and professional experience to accurately respond to employee questions.


SAVIN ENGINEERS, PC									Pleasantville, NY
Contract Submittal Specialist – (PANY/NJ)							Oct. 2013 – Sept. 2014
· Entered and processed submittals such as Shop Drawings, calculations and catalog cuts within scheduled timeframe.
· Coordinated with Engineers on review/response of submittals.
· Collaborated with the Project Manager and LEA on contract distribution for submission.
· Reviewed Contract/Shop Drawings, Specifications and Baseline Schedules.
· Obtained and processed Requests for Information (RFI) data and maintained accurate up-to-date reports (RFI, Submittals).
· Assisted in plan and specification analysis to provide traceable and coordinated interpretation of design/drawings for construction.
· Ensured smooth flow of information between design team, consultants and contractors.
· Developed logistic plans with project teams in ways that allows contractors to receive and complete work in coordinated and efficient manner.
Office Engineer – Securities - (PANY/NJ)								Jan. 2010 – Oct. 2013
· Collected and analyzed data to prepare monthly and quarterly reports required by Senior Management.
· Reviewed construction contracts, contract negotiations and assisted with preparation of related documents.
· Performed cost analysis i.e.; equipment, T&M, project audits and made revisions to requisitions.
· Prepared memos/letters regarding contract policies and procedures.
· Assisted Senior Management with special projects i.e.; design-build and provided daily status reports.
· Provided resolutions to contractor and Project Management with concerns /issues related to contract compliance/conditions of the contract and apprised of all deviations from project baseline.
· Enforced compliance reviews, participation plan reviews, and ensured corrective actions were completed in timely manner.
· Aided departments with estimating, scheduling, procurement, labor relations, finance and accounting.
· Reviewed and updated all project forecasts, schedules, cost estimates and financial reports.
· Conducted monthly project meetings to review project progress, monitored cost projections, Change Orders issued, anticipated “pending” costs, schedule updates, and payment requisition review.
· Prepared monthly requisitions, received appropriate signatures, and submitted requisition for payment using SAP.
· Received and prepared the sign-off of project completion.
· Updated and monitored project budgets, schedules, plans, and drawings to meet contract specifications. 
· Assist in preparation of monthly progress reports of projects with assistance of schedules, cost spreadsheets and perform analysis of same.
Administrative Assistant – (PANY/NJ) 								Sept. 1999 – Jan. 2010	
· Scheduled and coordinated meetings, while maintaining office calendar.
· Input Payroll/Timekeeping through PeopleSoft.
· Processed vendor payments through SAP.
· Input and tracked RFI’s and Contract Submittals.
· Organized, maintained contract files and detailed project records.
· Coordinated and attended pre-construction meetings and provided meeting minutes.
· Processed, reviewed, and tracked Subcontractor Approval Requests, and MBE/WBE/DBE participation plans. 

QUALIFICATIONS/CERTIFICATION/DESIGNATIONS

· Proficient in MS/Office Operating System and corresponding software (MS Word, Excel, and PowerPoint)
· Proficient in Primavera (Expedition), Wintrak, SAP, and PeopleSoft
· Currently pursuing Professional in Human Resources (PHR) designation.  

